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of the tasks «ssign«d to 

lliis projaot, wndsytakon cm th» jOTltatlon 
of th# Indian Institute of Public M«lni«tra» 
tion^ attafflpts to study tb« oTgaaitatlcai of 
and th« mathods wployad lo tbls officsi 
with a view to suggasting steps to naka tMs' 
office ffiodel of adaptability, efficiency 
and reaponsiwenoss. 

The tiiae at Vn» disposal of 
teas) was rathar shoftf 
foi* a wary aattsnsiva 
raport In its 
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tttsr^ys- Th«? present > District 

*js in Vtter Py?»d«jst’, ^ftp nnoartoksn 


??nic# of tb« Institute of Public 


to !T!8ke r^sconnandatlons for tha T«ora afficlant 


ani affective functlc"^ Inc of tbe Col lac tors tas 


affSelancy, Intarrlty, rer- on slven« rs md 


'*,02, Baeki^rotjnd of sttidys- 'district is tha basic 
sfffilni strati v» unit and Col'^actcr^ta its Cantral 
braln»-excb*iT!n©, ’'.lie nal’: functioo? thct a district 
Colicctorate has to perform h-'W i direct iralevanca 
to what a t'l strict Officer dla tx^for? 
vit* retjulatcry functions llk« ccllfecttcn of land 
'rervenue, dlscansatlon of CrSninBl ju'itlc-a, 

ensuring peace and security as hand of th«» 

/ 

criminal adnlnistratiim In the- district; tXKCotiw 
fw^bions Ilk® C»ns««, slections and other 
funeklonf ns »p'f«i«nts.tl'»®. of 'the State Govam- 
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amc? captain of tha strict tuan; or vP.Et 
h -3 Is required to do tbsi^aftar In pi:rsi3ancs of 
tbf* chan?f*rt objsetl's'o.s of tha ftsts viz, planning, 
dav9lcpm>iint, exoetitiw f^jnetloni! s^aintunnnc# 

of es«antJn?. si'-fJonllfis baald-p of oowrfie atich -'^sjar- 
gnncy fianotlnns as ap-j addad to b*s tasl frOR' 
ti*^’5 to tl '^0 as Civil Ijefenca, scarcity or 
•sffierqtnoy raliaf or damoor-'tlc fttnciions as 
xatsbor or chainaan of a large nur>er of eowittees 
QS a rnqnlr^oent resp’^nslMa C-cvt, at the 
district lav«l, 

1,03, Urbanisation, Indnsfcriallsatlon, launching 
of axtensive developnental nlims! and econorRlc 
planning, growth of denocratic institutions of 
responsible Govt, have created new prohlens for 



of the district adffllni strati'll, 

1,04, ' The question of re -organ! ring district 
Conectorrt® imd treasuries in Uttar Pradesh 
in repent past was mooted at length by Sri K,K, 
Das, ’I,C,P,, Ce»B!lsslcn©r for Be-organisatlm, 

Da® Cp*nlttee sutelttad two reports: one pertained 
to the re-organlsatlon of Collactorates and the 
other giade recocwendatlons for the re-organisation 
of tr-’iasuries, 

1*05, Prohlen and design of study*- The working 
hypothesis for the -present study was formulated 
on the basis of recofamndatlons made fey Das 
C«r.lttee ii^ose endeavour was to effect economy 
and Increase efficiency dei|>ite tt» rite !» noA 
load fey proper divlsl««i ©f re«p«»tifellltle*, fey 
Introducing naterleX .prc^pdwral cjieni^s and fey 



8?tr5b11«5h1n«>- efflcl«nt imtrn nnd Intar-sectlonal 


Alanp; with tha 


Ch!?r-t«sr 3 ' <3a»ls the orgafilsatlonal set-up 


ollactorBte treasiai'y 


1th the nroceoures and taethod 



















(S) 


1,12, r-lfficmltias ^jcpapiasicadi-. Itie following 
factor® haffioor-ad and dalayad tba study;* 

(1) fhortaga of tlisa and liriltad r-isoiirms in 
vlaw of tho wlda rmm of investigation, 

(2'' 4bnoir^al conditions aristnn oTit of the 

strlko of Oovamnent ersnloyaas and General 
’laetlnnf , 

C.n) F'tisy work sehadnle of tha Inforaants, 
f4l Occasional '-.hslitance t,f Snforrants to 
txnras'^ their candid opinion on o’-^ustlons 
riertaln!nr to a-lnlnl strati ve lacimaa. 



^ • CHAPTER II 
0RGAWI2ATI0R4I SST-UP 

2,01* With the expansion of the duties of 
the District Officer after Independence in 1947, 
the Collactorates haw, for obvious reasons, 
ceased to be raere offices dealing with the routine 
regulatory functions of the district adisiinistra- i 
tlon, few laws and executive orders have 
brought these offices in greater contact not only 
with individual mamba rs of the public but also 
with organised social, political and philanthro- 
pic Institutions including the Press and the;, ' 
representative elected bodies like the fsnehayats, 
Kshatra Samltls, 2ila Parishads, Town Areas 
said Municipal Corporations, Be sides, new 
offices like Planning, Settlement, Industries, 

Soil Conservation, Family Planning ate, which 
have baen set uu &tb also controlled by the 
District Officer and a slseabl© reference 
relating to these offices is received and 
processed in the Collaetorate, 

2*02. Way back in 1955, the Government of 
Uttar Pradesh appointed a one man Committee 

comprlsingt^rl K*K, Das, I.G.S., Coiroiissioner 

i 

for Reforms, to report on the organization 
of the Collectorate isffid Treasury in the Sta.tf* 

This Committee undoubtedly introduced some 
syste,m In the otherwise unmethodical work as 
it obtained in these offices. 
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2.03, It may, bowevar,. be obsarvad that 
considerable work load has been added to the 
Collectoratas ever since the report of Das 
Committee was submitted. In order to cone with 
the increased work load a number of entirely 

n‘^v branches have been added to the Collectorates, 
For Instance, for purposes of assessment of Urban 
Holdings taxes and their collection a full- 
fledged office had. to be established. Similarly, 
new sections, like the Old Age Pension Scheme 
hare substantially enlarged the scope of the 
activities of the Collectorates, 

2.04, Iha nature and volume of the work with the 
old hands who deal with routine matters have also 
chsnsed considerably,' To, cite an example, 
officials who deal with cases relating to 
Crovemment appeals have also now to attend to a 
large number of suits and Writ Petitions filed 

by or against the Government, and the involvement 
of the Government in such litigations has an 




2.06, IPhs purpose of the study has necessarily 
involved an axaffinstion of the present organisa- 
tional structure, staffing .pattern, procedures 
and wotV methods and values and attitudes, 'Giis 
chapter has hean exclusively devoted, to the study 
of the structure, hoth horizontal and vertical - 
or the District Collectorates in Uttar Pradesh 
wl$h special reference to Kanpur Collectorota, 

2.07, Ihs total nuiafcer of officials in the 
Collector ate excluding Treasury at Kanpur is 99, 

-f- 

■yhereas in Lucknow and Unnao their strength 
resneetlvely is and 60, On the b«sis of the 
existing grades their -break -up ♦ is indicated 
as followst- 
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mnexure s 


* W.B, Ihls does not include 60 Tahsll official# 
in Kanpur district, ■ 





4 and 5 give the existing s<it up in the 
Coll.3ctorates of Kanpnr, « 3 nd Unnao 

respeetlvaly. The vorK load In thasa thrae 
districts Jndged'on the hs'isis of r-fc-alpts* in 
the Collvjctorate s In the year 1966 Is as 
follo-wsj- 

Fanpui* 32233 

Lnclmov 4424? 

VrinRO «••••••• 16364 

2,09, Ipaa and popolation*- The ares and the 
nopnlation of the threa districts is as followsi- 



Area in 
sq,«iHs 

Population 

In 1961 

Ho, of 
Tahsils 

K anrur 

2,379 

23,62,439 

6 

Lucknow 

962 

13,46,494 

3 

Unnao 

1,788 

12,27,048 

4 


2,10* From tha tables given above, it would be 
apparent that thspa Is no' set principle which 
governs the allocation of staff in district 
Collectorates in Uttar Pradesh, The population 
of Kanpur is 76Sl larger than that of Lucknow md 
92^1 larger than that of Unnao, Wie staff of ' 
Kanpur Co Hector ate Is only 13?^ more than that 
of Lucknow and aiors than that of Unnao, 

*' T)oes"not include' unlndexed receipts' In Kanpur ' 

and Unnao but incite® s thea in the cas® of 
Lucknow, 
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ConsQf|iidntly, in tucfenow the official-popnla,- 
tlon ratio is 15,000 cltiEans per employee, 
Simll#?rly, the ratio at Uhnao and Kanpur 
Is £0,000 and 89,000 ner official, 

A, 11, The other factor deterraining the alloca- 
tion of nirnber of hands in Collectcrates could 
hars been the nurnber of receipts handled by 
different Collectorates, The figures given 
in t able at 2,08 (^hlch can be tre&tad as valid 
only for Kanpnr and -.Ifrinao) indicate that during 
the Calendar year 1966 the total number of 
receipts at Kanpur ss compared to Unnao was 
about twice as much. The staff In Kanpur, 
however, Is only 66'^ more than that of Unnao, 

The obvious conclusion is that staff Is 
appointed, irrespective of the work load, to 
the recognized sections and enhanced accoKiing 
tc increased work-load in individual sectltms 
irrespective of th« over- all work-load, 

2,12. Ihe pwstim of total staff allocated to 
different Colleetorates is of a great aigni- ■ 
ficance because of its relevance to the work 
load of an individual 'employes and the coni^- 
quant ton lie at ions Involved, Ih the absence 
of any accepted norm in regard, to work load . 
per official, it may not be possible to detemln 
If the officials at Lucknow and Kanpur have to 
work at capacity beyond the optimum or olsa 
,;tha officials at tfenao are tsider- worked. It 
would be worthwhile to devise a system to work 
out optimum work' load per official as it has 


bean dcae In the ease of Treasuries in Vtt^r 
Prsdesb (refer to annexure ?fo, 6). Cnee tha 
norms are lal^- down the problem of allocating 
staff in Collectorates wowld automatically 
ba solr-jd , 

2.13. ’•’’ork distribution!- 4s Is apparent from 
annexiires 3, 4 and 6, the work load in 

Col"^ c torate s in Uttar Pradesh is distributed 
among rarions section^ 

2.14, The District Officer also exercises 
check and control over a number of other offices 
til at have co*"a Into exi stance dua to the esta- 
blishment of democratic set-up and also due to 
the process of developmental planning In this 
country, Tha basic amphasls has changed from 
the mal'-^tanance of law and order to the proraotlaa 
of tha welfare of tha community. Consequently, 
tha Collector end the District Magistrate has 

to lo^^k after the work of Supply and Rationing, 
rianninp' <'and all its subnrdlnr^te offices like 
Industry, ^oll Conservation t..-tc,) iilaction, 
fmtertainmap t Tax, Refugee Rehabilitation 
and District Information Office amongst others. 

In the event of any natural calardty or natural 
emargancy the District Office has, to shoulder 
additional burden, . 

2,16, The Combined. Office formerly known as 
the 'jJnglish Office Is the main office of the 
Collector ate. The over-all supervision of the 



Keapar, 

(C) Criminal 'Record. Boom, mdar Criminal ’’ecord 


Keeper. 

(7) Central Revenue Accomts Section under Chief 


Kavenna .«lccotmtant. 


(P) Land Kecords Sactinn mdar Sadar KanmRO, 

(9) Snfiulry Office under :2nqulry Clerk (in KA¥AL 
towns only). 


2,16, Office Superintendent:- The Office 
Superintendent axsrcises general control and 
supervision over the Combined Office and sections 
mdar the Combined Office. His main duties are* 


1, General control and supervision over the 
Office of the Collector. 







Insrrectlon of diffarent officials according , 
to n roster, rrascrlbed hj the Collector* Also 
. ingnections, 

4, To stslralt nroposals for promotion, transfer 

and filling up of temporary and leaire -vecancies 
.and the like* ^ 

6, To keen the gradation list md the Character 
Rolls of all o*‘ficlals belonging to the 
Ministerial establishment. 

6, To sanction casual leavs to officials upto 
tvo days, 

7, 'i"© pay occasional si‘?rprisa visits to Hacord 

Kooms and nuestion the presence of all , 

strangers found in them, 

R. To check the office copies of establishment 
pay bills by conparision with the entries in 
establishment order book. 

9. Over-all supervision. . of all the branches of 

, i 

the Collectorate, particularly with regard i 

to correspondence, Job-rating and discipline, 

10, Any other work entrusted by the District 
Officer. 

Details of duties assigned to O.S, in Lucknow 
Collectorate are' given -In 'snnaxure 7, 

2,17, General Clerk:- The General Clerk is 
inf act the establlsbrnwit. clerk. The details of 
duties assigned to him In Kanpur ^ Collector ate are 
given in annexure 8, 



2,1?^* -’eTOnwe Assistants- . The main function 
of the Bevefiue Assistant*® Section is to <ieal 
with all coryaspondance, pertainlnr to tha 
dttties of tha District Officer as Coll actor 
including verification of chnractar and recovery 
of rJxcisa and st ninp dues. This section also 
htmdles pnup<^r suits, ensures S'?frvicing of 
sriir^'iDnses, maintains Sstabllshpient accounts, 
looks after transfers and nostings of Deputy 
Collectors within, tha District and handles 
other miscellaneous corrasnondence relating 
to their leave, ■ advance, pay etc, carries cm 
correspondence in regard to Sazul land and 
also pertaining to appointment of District 
Government Coi|nsels (Civil), The number of 
officials employed dn I?, A*s, section at Kanpur, 
linnao and iucknow is 11, 5 and 13 i^speetively. 
For sta.ffing pattern of the Revenue Assistant's 
Section at Kanpur, Hhnao and Lucknow the 
allocation of dutias among Its different 
officials at Kaiipur refer to annexure 9, 

2,19, Judicial Assistant i- ttia Jtidiciai 
Assistant* s 'Section deals with all passport 
and permit appllctlons at district level, 
exercises control over fire arms and esasunltions 
by Issuing and renewing arras licenses to 
individuals and shops, sanctions electric 
po’^r, controls printing presses and news 
papers and periodicals, handles matters per- 
taining to Civil Marriages, watches aad super- 
vises the administrative functioning of local 
bodies inclwllng. Town Area's, controls tti# 
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working of Criminal courts In the district, 
initiates correspondence pertaining to appoint- 
mant of Honorary Magistrates, District Counsels 
and Panel Invyars (Criminal), handles Goremmant 
appeals in Criminal cases, deals with matters 
regarding appointment, disciplinary proceedings 
end dismissal of rill age chowkldars, looks 
after Btate guasts, attends to Assembly questions, 
handles all correspondence relating to release 
of convicts on parole, wr.tches the imnXementa- 
tlon of P raven tlve Detention Act, arranges 
for defence of Police Officers in cases insti- 
tuted against them while performing their duty, 
handles correspondence relating to financial 
assistance to needy and awg^d to pijbllc for 
combatinv dacoity, supervises the utilisation 
of grant-in-aid to educational institutions, 

Issues cltl:^anship certificates, handles 
miscellaneous petitions, maintains roster of 
dying declsiration and arranges for posting 
of executive magi strata s on duty on holidays. 

The number of officials attached to J,^*s 
Section at Ksnnur is 6 whereas it is 3 at Dnnao 
and 7 at Lucknow, For specific duties performed 
by the Judicial Assistant at Kanpur, dlstrlbu- 
tion^' of work mong the- officials in his section 
and the staffing pattern at Kanpur, Unnao snd, 
Lucknow ®8@ annexure ID, 

2,20. Hazarats- The Hazarat Is virtually the ' ' ■ 
"ezBcutlve wing" of the office and 1« reapontlhlii, 
amongst other things," ;fcir the ccm struction of 
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n@¥ biaildtogs Including thelp special and annual 
repairs. This section also maintains accounts 
of all cnssh dealings and daposit^d/forfaited 
arras. The official Ineharge of lazarat is 
'knc'f.m as ’'laslr ■who parforms almost all the 
axecntlve functions- connected with the 
Collectorate, It Fanpui*, ’^a-Tir Is assisted hy 
3 "'Tal'b Hazlps - ’'Taib Fazlr I, II and III, at 
ISinao assistance , to ’'^aflr is nrovided by one 
Naib ^lasir and a snatcher and at Lucknow 
?2&sir*s burden is shared by a Halb Kazlr and 
an additional Waib "nzir. His specific duties 
and the allocation of work to other officials 
called is ■'■'^alb Naalr md staffing pattern of 
the Section at Kanpur are given as annexur© 11, 
2,21, 'English lecord Keeper's Sections- Hi® 
Sectional incharge of the English ftecords is 
c- lied as the Snglish Becord Keeper, All 
Collectorcte dak is received, indexed and 
disbursed in the English Record Keeper's 
Section, ‘The duties of the ilnglish Record 
Keener and his assistants at Kannur are given 
as annexura 12, The il.R.E, at Kanpur is 
assisted by Revenue Indexer, Judicial Indexer, 
Despatcher, Librarian -cum- loCal Despatcher 
and Record Lifter (Class I? employae) , At 

, ;!s , ■ , ■ , 

IJnnao and Lucknow he has only one assistant 
•each (Assistant at IJnnao and Indaxar 

at Lucknow) * ■ 


( 17 ) 



fchtj officials of the Revenue Record Roobj and 
the staffing? pattern at Kanpur refer to 
annexurs IS, 

2,23, Judicial Hacord Boom :• Files of all 
the decided crlir’inal cases are consigned to 










at Kanpur is assisted by 9 officials (indludes 
Record Lifter, a class IV amploye^a) , wbsreas 
at Unna.n and Lucknow tha total is 4 (including 
Bacord Llft-i^r) and 5 respectively. For a 
detailed description of his duties and other 
sijbordinate officials at Kanpur and staffing 
pat tern of the section at Kanpur, Unnao and 
Lucknow refer to anna:cura 14. 

2.24, Chief ■m’-enue Accounts Sections- The 
Incharge of the Chief Accounts Section is 
knom as the Chief Ha venue Accountant, fiie 
main functions of the section are maintenance 
of collection accounts of all Government aues, 
main ten ®nc 0 of Tacavi accounts, aialotenance of 
accounts of gratuitous Belief and Natural 
Calamity Hellef Fund, maintenance of nersonal 

service bonks and character rolls of 
collection staff cf the district and of the 
section, maintenance of Becovary Certificates 
and corraction of mi solas si fled Items and 
siibmlsslcn of reciuislticais to A.G, through 
T.C, The total nunbc3r of emnloyaas In the 
Central RavenuQ Accounts Section at Kanpur, 
Ifrtrao and Lucknow is ID, 6 and 9 respectively. 
For distribution of work gonong C.H, A. and his 
subordinate colleagues in this section at 
Kanpur and its staffing pattern at Kanpur, 
Lnnao and Lucknow refer to armejture 15. 

2.25, Lmd itecords 'Section*- Sadar Kam»go 



Is incharce of Lan?1. Records rjectlon mder 

o 

which tha omtlre lar^d records work at the distrl 
leirel Is condticted. Tha walr fmctlons of 
tnis sacticn inclijda nsintananca of land 
records In tha district, control over field 
staff thrf^unh ^nsractlons or otherwise, 
rr-iparatl on of r- alary hills and mnlntenance 
cf filas pertaining to promotions and darao- 
tions of all tha district land :c9 cords offi- 
cials. whos'i nmiha.r in Fanr.ur is 554 Inclusive 
of peons, VJhereas service rolls of Lekhnals 
are iralatained by the Tahsils, the land 
Records Haction do-ss so in case of Supervisor 
K,anungoc, Haglstrar Kanungos and Assistant 
Pftgi.str-’r Kanimgos, The section is also 
rwsnonslhle for rranarotlon of arridultural 
statistics and their periodical suhulsslon 
to The Bosrd of F'ev-^nue, crop cutting work 
for compiling the average, submission of 
monthly scrutiny report to the Boai^, con- 
ducti’^p five yearly live stock census, 
controlling the work relating to quinquennial 
settlement of alluvial villages and attending 
to all enquiries made by the Govemiient and 
the Board of Revenue in 'regard to land records 
work. At Kanpur, tha section has 3 officials, 
tJnnao has 7 and Lucknow has S officials. 

The specific duties of Sadar Kanungo and 
other officials at Kanpur and the staffing 



pattern 'Of* icnd Racorc^s Section rt K«ip’ar, 
IVinao and Liscfeow is ri-^an as snneTOre ^lo. 16* 
2*26, tand Acquisition Sdctlon:- Land 

teqnlsitlon Sactlcn, as is a’»/ident “by’ its nama 
Is ccncaTn-:?d x-iiith tbe acquisition of ?i.an<l 
for C-ovara^aent as well as for public mcier 
tha Lane Acquisition Act, Ths Section also 
ranulsltinns land or buildings mddr the 
DefencH of India Rules, Fi^rthar, under 
IiJinovebla Property Act, the Land Acqulsiticsi 
Section also perfoms the function of 
reniiisltioning and scquisltioning immovable 
property for the Central Government mainly 
for military purposes. At Kanpur, the 

Clerb of the Land ?',cqul sition Section 
if the sectional head, whereas at Luctoow 
and Tinnao th^9 l-^nd acoulsltlon officials 
work under the Revenue Assi.'^tant, The 
str-^ngth of Land /'cquisltlon faction at 
Kanpur is S and the number of officials 
doing land acquis! tioo work at Lucknow and 
IVinao is a and 1 respectivisly. The" division 
cf work between the Head Clerk and other 
officials of the Section st Kanpur along with 
tha staffing pattern is given as annoxurs 17, 
2,27, Collections Section*- The sectional 
head of the Collections vSaction at Kanpur, 
designated- as 0,C,' Collect ions, 1© a Deputy 
Collector. This feature Is special to Kgnpur 
as at Unnac and ^ Luclmow, thai« i« no such ■ ' 
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Independant section all collection work 
is done under the over- all snnervislon of 
Chief Barenna Aecotantant, \t Kanpnr, the 
Chlaf Reranne Accomtant functions under the 
control and supervision of O.C, Collections, 
The ffisln function of tha Collections section 
is the mcovarj of all Government dues 
(current and arrears) which Includes prepara- 
tion of records of demand and collection of 
dues and issuing., of coercive processes in 
case of default, HJnumeratlon of duties of 
C.C. Collections and his' subordinate officials 
as also the staffing pattern has been dona 
in annexur®' 18, , , 

2.28, Tressuryi- '■ The Treasury still fows 
an Integral nart. of Collectorata administra- 
tion although, in pursuance of one of the 
recommendations made by Das Committee the 
Treasury staff was separated from the staff 
in the Collectorate from April 1, 1958, The 
Treasury staff thus cswe under the direct 
control and supervision of the Treasury 
Officer, The Collector, however, still 
exercises administrative control over the 
Treasury and the Treasury Officer, for all 
intOTtts and purposes, is subordinate to 
Collector and enjoys his delegated powers, 

2.29, Thm Treasury maintains accoimt of all 
Ciovemaent receipts and payments including 
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payroant of military ^.nd Panslms. It 


is also tha TBpositoTj of cart^lo lalscella- 
n«ons 'voliisbta thln#»;s s,?. Post,*?*’, stamps, 
snvel onBs <iM -oost cards, gen->ral, ravanta® 
and court fae stamps, opium, valuable articlas 
and important forms. The allocation of 
duties of officials of J^anrur Treasury and 
the staffing; pattern is given as a^nexura 19, 
2,^, Snquiry Cfflcas- In pursuance of 
recomipsndatlon of Has Committee, Snquiry 
Offices were set up in KAVAL towis and in 
Meerut, Bareilly, Oorakhpur and Fais^abad 
in 1957 and senior assiatsnts were appointed 
as Snnuiry Clerks. SInaulry Clerk Is the 
sole official who constitutes the inquiry 
Office, He has nonetheless varied duties 
to perform. The BMqulry Clerk attends to 
qtjeries of tha public relating to court work 
and office work done within the premises of 
Collector ate. He supplies all prescribed 
forms which are given free to the members 
of public on demand after acquiring them from 
the Form Keeper, As there Is no inter- 
eoiBmunicatlon system in existence elttier at 
Kanour or at Lucknow the duty of Informing 
different officials of the Col lector at®, for 
whom vtherf Is a telephone call rests csn the 
Snqulry Clerk, Lastly, the work relating 
to maintenance of T, A, Bills of Gazetted 
Officers is assigned to him. 








2,31, Coll«ctoT*s Personal Office t- Collector 
■maintains bis rjersonal or Camo Office at his 
resides ca. The nature of work handled fey 
this office includes secret and confidential 
correspcndence, replies to Government derai- 
official letters md attending to daily dak 
pertaining to routine business* The Collector 
has to attend to VIP visits. Ke grants 
interviews to mamfeers of public ■who approach 
him with all sorts of requests and at times 
invokes his Interference for mitigating 
their grievances, e,g. applications for 
allotment of house, exemption from Sntertain- 
mont Tax and comnlalnts against police etc. 

On an average about '50 callers meat the Collec- 
tor every, day at Fannur, Besides looking into 
such wrievances and reports, Collector also 
grants interviews to other officers of the 
district and Tabsils and attends a number of 
meetings of official and public bodies 
including Zlla Parlshad, Divisional Planning 
Committee, Food ildvlsory Commltte®, Citizens 
Council, 'Eye .Hospital Committee, Public 
Library Committee, Council of Child Welfare 
etc. Ail this takes a teavy toll of Collector* 
time who at Kanpur has to set aside practically 
4 hours a day for public Asallngs i«id at i«a»t 
7 afternoons a month for Coraralttee meetings, 
as a'lso it aufestantieully enlarges the work 
load of his C«p Office which is manned by 
only one official 'designated as Collect®.?** 
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Stdnoi?raphe»r with m mess«ngar to assist 
hi®. At Kanpur, unofficially on« assistant 
has haen provided to the Stanoi^raphar to 
share his hujrdan whereas at Lucknow, a Senior 
Consolidation Assistant also unofficially 
works at District Officer* s residence. The 
details of allocation of duties sBaong- these 
officials at Lucknow is given as annaxure 20, 

2.32, The present orgmizational set«up of 
the Collectorates did not envisage the heavy 
work load which has devolved iipcai the 
personal office of the Collector who has now 
to deal with a much larger voluRie of 
correspondence with different Oovemmantal 
agencies entirely at personal level. 

Similarly, to a very great extent raeabefs 

of legislatures, Bepre sent stives of Press 
and other Important persons expect a direct 
araply from the District Officer. 

2.33. During the year 1966-66, 2330 references 
were received direct and 2089 letter® were 
issued fro® the personal office of the 
Collector at Kanpur. In addition a large 
number of incwfsing and outgoing references 
v&TQ not Indexed as they were supposed to 

entered up in the main office. This 
increased volme of work necessarily calls 
for reorganisation of - Collector* s Ca«p Office 
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> so as to snsurs its systematised fmx! t lotting. 
Posting of additional staff alone would not 
do, l\*hat is actually needed is adequate 
: additional staff with adequate status to 
dispose of less important matters on behalf 
^ of the District Officer, 

2,34, To nnke Collector’s Personal Office 
more effective and efficient following 
sugpestions S’TS !r-ada s- 

(a) A personal Assiat.'mt to Collector should 
be appointed. He ^ould be of a gazetted 
rank and should atleast be assisted by a 
StanO'granhar and a clerk, 

(b) ?o avoid delay and tc ensure quick 
transmission of communications, K'^ssengars 
of the CoXlaetor’s personal office should 
be provided with motor cycles, 

(c) To I’^crnase resnonsiveness and despatch 
certain nature of work now being done in 

the Collectorat# or subordinata offices should 
be handled by Collector’s personal offlc* 
where sdepuste typing and duplicating 
fsciIJtlas should be provided, 

(d) Sven though. Installation of int-ar- 
ccwisimlcatlon devices was sugrust^d by the 
Das Coamlttee, lomehow these have not b-icoca 
available. This should be dona and tha Carap 
Office and the Collectorate should ba 
provided with into r-c«wi»!m ic - 1 ion faclllti** 
without dependence cm the nor»Bl telephone 
lines. The lntar«c«»»afiicstl©n ' should link 



of tba Collaotor may fee profitably avail«d | 

i of by '-'thor '^Aparttrants as wll* ;! 

r,35. Wa are of tha vIsm t^et axcapt for tii* : 
Treasury, racoTWi^ndatlons refy?>r<’lng which ■ 
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worlc load, but on th^ b' sis of affinity ef 
fcs d^ait “with, Absolutaly new type 
of work should be handled by a fresh section 
directly itndar tha control of tha Offico 
;upt3 rin tenfian t. 



CTAPTSK m 
PlOGSDTJias Am) MSraODS 

3.01. Public dealings and Coils etoratesi- 
Indivldual raembars of the public or organized ■/'; 
bodies like the political parties, accredited 
bodies and recognized, associations and i«presen- 
tatives of the Press etc. broadly speaking go to 
the Collactorata for redress of grievances, 

for fulfilment of requests or for soliciting 
Infoiroation, The efficient functioning of th© 
office of the District Officer depmds on the i 

manner and the dexterity with which above 
mentioned categories of 'problems are dealt with 
and dlsnossd of by the officers and officials ; 

attached to it, 

3.02, Grlavancesi- Public grievances in i 

CollectoT^ates are received in the shape of 
'Complaints against (a) abuse of power and I 

authority on th© part of officials Cb) favourltiaa | 

I 

of the officials (c) corrupt dealings of the j 

officials and Cd) acts of coithrI ssion and i 

ommission by local bodies like Panchayats, 
Corporation and other GoveminQnt Departments, 
WoiTOslly, such complaints are ^ado by Individuals 
who approach either the Collector or the 
Additional Collector for redress of their 
grievances. 



3.03, R®qxiestsi- Coll@etorat©s racei-^a a 
number of anp 11 cations involving requests for 
llconces, na'^nlts, renewal of fire aira licences, 
ta,karl (loans), OM Age Pension, flnnneial 
assistance to needy and to persons distl’^gulsbed 
in letters, arts and such other walks of life 
who msy I'a in indigent clrcunstancss etc. All 
such applications are received and processed 

In the Collectorate upto the Isval of decision 
asking, 

3.04, Information I- A large number of people 
approach the Collector for seeking Information, 

It is ne9dl8.ss to observe that a considerable 
'amount of time of the Collector, his subordinate 
officers and officials Is taken up in attending 
to such queries, This problem, to a certain 
extant, has been mitigated by the establish- 
ment of %iqulry Offices in sorae of the 
Collectorates, But the .inquiry Offices have 
not fully attained the and for which they were 
instituted, A good deal more Is to bo done 

in this direction to make them really effectivee, 
3,06, Work load and work flow*- The table 
below gives the approximate number of references 
handled by the officials of soma of the main 
sectloiis of the Collectorate at Kanpur, Lucknow 

♦'"'For' a' de'taSiad discussion ' see 'para' 's.osCxty 

of this chapter said paras 
of chapter ?I, 




and ITnnao In one singla day and their resnectiv® 
total strength, 

r-sctionwlse distribution of staff and references 
hendlad dally. 


District 

Itefarences 

staff. 

Sections 


RA, 

JA. 

Sadar 

Ksnungo 

CRA. 

Kanpur 

Ref. 

220 

120 

39 

34 


Staff 

11 

6 

3 

10 

Lucknow 

Ref. 

275 

116 

75 • 

180 


Staff 

13 

7 

5 

9 

Dhnao 

Ref, 



42 

24 


Staff 

■B 

Bl 

7 

6 


It way thns be seen that the number of 
receipts handled by an official In a day on an 
average In Fannur is 93 in H, A’s, Action, 20 
in J,A*s, Section, 13 in Sadar Kanurago* s Section 
and about 3 in C,R, 4*s, Section, In Lucknow, 
number of references per official works out 
more or less to the same figures - 21 in RA* s 
Section, about 16 In J,A*s. Section, 16 in 
Sadar Kanmgo* s Section and 20 in C,R,A-*s, 
Section, The big difference in the number of 
references per official in C,R. A*s. Sections 
at Lucknow snd Kanpur is due to the functioning 
of a separata Collectlms Section at Kanpur 
mder the charge of O.C, Collections which 
handles 'ttia bulk of fresh receipts. In contrast 
to the work load in bigger districts like 
Lucknow and Kannur, Cfenao has a much jwaller 






boirdan per official, Ohiiao^*s figure s work oiit 
to If In BA’s Section, 10 In JA’s Section, 6 
in Sadar Kannngo* s Section and 4 in C.fi, A’s 
Section. 

3,06, The upward ffid downward flow of work is 
ragulstad by a specific procedure, ^Joraally, 
all outside coBinuni cations are received by the 
English Becord Keeper who, after indexing them, 
marks them to the relevantdealing assistant or 
to tha sectional head. All circular letters 
are noted by tha assistants and put on the 
guard files maintained subjectwlse, Draft 
renly is nrepared by the dealing officials for 
such other letters which warrant a ranly and 
need comnllancs, if need be, after collecting 
necessary infomation from other , sources. The 
draft reply is submitted to the Officer concerned 
for approval, Imnortant drafts aire routed 
through tee sectional head and 0,S, Approved 
drafts are received' back by the dealing assistants 
who make the fair copy in duplicate. They are 
again put up before the Officer concerned for 
his signatures. After the receipt of the signed 
I draft, the dealing assistant hands over the file 
I to the Despatcher who despatches the letter and 
hands over tee file to Indexer, The Indexer, 
after numb-irlng tha letter and after making 
necessary entry in the Index Beglster makes 
ovar the file to the dealing assistant who 



to the Hecord Room. Thare is also a lot of 
intar-sactional corr© sooodenca carried on 
between the various sections of the Collectorate 
which is gena rally un-indexed but which involves 
almost all the procedural processes. Then again 
a lot of paper 'Worlf. flows in between .tii© 
Collectorate and offices of a niimber of 
Departmental Heads including the Directorate 
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involved In nerlodlcal drives whenever they 
are launched and they have also to share a 
substantial part of the additional burden 
brought on the district adrainistration as 
a r^’ssult of natural calamities like drought 
and floods or other executive functions like 
the elections. 



3,07, It is a paradox that no worthwhile 
attempt has ever been made to keep these vital 
tools of the all-important adnlnlstratlv® 
machinery of the district in good trim, On- 
deniably Collectorates are under- staffed, 
over- worked, ill-paid, scmtily-carad and yet 
t*ey form the pivot of the administrative 
set-up. The officials generally have a feeling 
that the service In Collectorat® is like a 
'Thekedarl* (obligations of a Contractor), 








3,08, Suggestions for improwH»nt*- On the 
basis of the enquiry cmductad which included 
a detailed study. of the procedure and work 
methods as it exists, in the Collectoratas, 
following suggestions to effect teproveiEent 
in the system are made s- 

Ci) Broadly spealsing, all matters dealt with 
at the Collectorate can 1® divided into three 
categories, (a> matters which require exami- 
nation on the basis of rules, rsgula.tlons, 
precedence or other material already available 
in the office, (b) matters which require 
examination in consultation with other 
departments/organised’ bodies and (c) matters 
which require a field . enquiry by the ditaff 
directly under the control of the Collector 
or under one of the several other departments 
In the district, Ihe present distribution 
of work among the Collectorate officials is 
based on as sirred workload. It would greatly 
make for efficiency if the officials were to 
be made functionally responsible exclusively 
for a disttrlct category of work. Thus for 
instance, one of the officials could deal 
with all the references listed under the 
above category (a). Similarly, others could 
deal with categories (b) and Cc) respectively, 
A scheme of re-adjustraent. of distribution of 
work keeping into consideration the nature of 









irarlotss other daparta^nts Is concemad, tha 
existlof^ procedure Is to obtain tte orders 
of an of ficer-ln-charge and sand out a latter 
to the department concerned. Thus for Instance 
in a case relating to an enqiilri^ by the 
Police Department a foriaal letter is issued, 
%hll9 this Is unavoidable with respect to 
sovaral offices which ar® an tire ly Indapandent 
of the District Officer there seams to be no 
worthwhile reason why 'the one-file system 
could not be introduced with respect to 
matters of eommon interest to the Collectorate 
and Police Dapartment^ Collectorate and 
Planning Department, Collsctorata and other 
Developmant Departments with respect to 
matters in which final decision has to be 
taken by the Collector, These files could 
ultimately remain in the -Col lac tor ate Bicord 
Room and the movement of the file could be 
traced by the maintenfince of a file movement 
register, 

Ciil) In the case of a complaint against 
corruption, normally, a statement is recorded 
by the vary same day 'by a Magistrate so 
designated for the purpose and & trap is 
arranged. There have ba«n instances where 
delay has resulted in the leaking out of 
information} leakage has also occurred owing 
to non -deputation of' '& aiaigi strata, who wider 
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•either Judicial Magistrates or Special 
Judge Mti -Corruption, there- is no harm 
if an BMcutive Magistrate ware to lay 
trap. This would, not only help expad it: 


nolice officers could ba 


(iv) Complaints against abuse of power or 


it has often bean seen that soma of tb 








concerned, the tendency generally is to 
ask for a report, which generally explains 
the Cans* of the delay and thereafter tbs 
original complaint Itself is almost 
forgotten. ’>’hat is important in such cases 
is to fix a dead line not only for a report 
about the causa of delay but also for the 
disposal of the original rsfaranc®^, 

CyI) At "present no acknowledgement is made 
of complaints under the above category, 
it is necessary to provide an acknowldege- 
raent for all the cases mentioned above so 
that future reference may become easy. 
Prescribed printed acknowledgement foBns 
should be available with officers who should 
also arrange to index these complaints,' A 
consolidpteu register of- such complaints 
should be maintained by the Office Superin- 
tendent and submitted to the Collector once 
a month. 

(vil) The greatest difficulty which at 
present is being experienced is with resuect 
to complaints received by the Collector or 
his officers against officials of the other 
departments for acts of omission or cosmisslon, 
lifeil® it is a good policy to leave enquiries 
to Ihe departments concerned, it has to 
be noted that the public often approaches 
the District Officer because they have 
no f.alth in the departmental officers* In 
cases Involving corruption, the law provides 


consi^T3rabla pc.vars to.tbe Magistrate to 
taka c'ctlon on. his own without refaranc© 
to any other gtgency. But in othar cases, 
very often, either tha -enquiry Is n^rtial 
or no stens are taken to Inforir the com- 
r5lai''''’ant nr the District ■ Officer, of tha 
act. inn tcken. There is also inordlinate 
delay In attending to such complaints# If 
the District Officer has to play an affective 
role as Oovernnent agent or as tha captain 
of the district team, '»s envisaged by tha 
Planning Commission, he should ha, empowered 
to act as £ local •bsnbudsraan". As a first 
step it should he stlpul.atad under Govern - 
reent instructions that enquiry report would 
be submitted to the 'District Officer within 
sir weeks# Such complaints could be handled 
in the Camp Office of the Collector -to 
ensure that :the other departments are not 
rubbed on the wrong side unnecessarily, 

A register could be maintained to .follow 
up tha course of enquiries. 

Cviii) Ca), Complaints against members of 
the public or griev-ancts against local bodies- 
like Panchayats, Corporation etc* at pras«mt 
are not Indeassd anywhere, nor is any record 
of their movement maintained, except at the 
Tahsll ^ere a register of pending references 
is maintained and a monthly stateraent sub- 
mitted for scrutiny. ' Similar registers 



nsef to ta !r.£i?i,tainad at tlie police stations 
vhlct .s^scnid also snl-tnit t>ie list of ponding 
T’ofarnnceg ovar a month to th«jir circle 
officers, 'I sinllar record shonM te 
malnt-’lnsd by tbe deatlnr 0 ''?ctlDfi, 

(b) Th3 Index r«?jlsle.r ®t th? TahrJl 
as 'dlso tne Collec torat^i should bo maintained 
cffico/s'^c tier, vise and, should be divided 
in two parts, one part enteri*^g those 
re fe ranees which need no reply and the 
other part anterlng these rafersnea in which 
a r^'^nort or a renly bss to be sent, This 
win. facilitate not only Irmediata location 
of papers biit r vary affective control 
through a scrutiny once a month by th® 
Tahsild&r/Ci rcle Off Icsr/Offlcer-ln-eharge, 
(lx) As regards applications involving' 
requests, it must be admitted that great 
delay occurs In their disposal, A case 
study pertaining to applications for the 
grant of flra ant licence and. Old, Age 
Pension was made and the results^ ara con tallied 
in anna rare s 29 and 30-., foraehow, there i« 
prectlcally no control over delays in these 
matters but a. few suggestions for speedier 
disposal of request applications are given 
as under i - 

Ca.) ^#13 rs enquiries have to be aadt from 
several agencies, , applications ^ In' pr« scribed 
pro forma should b« obtained to duplicate 
or triplicate (depending on the nuisber of 
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enqulrtef agancias) so that simialtaneo^s 
enquiries could be initiated, 

Cb) There should be central Indexing of 
all such applications, particularly in rlew 
of the fact that several 'agencies receive 
such applications, ' : 

(c) The task of pursuing the enquiry should 
be the job of the central agency, for 
instance,' the km& Clark In the case of the 
arms applications, the Old Age Pension Clerk 
in the Casa of Pension applications ate, 

(d) Monthly statement of applications over 
one month should be put up to the Offlcer- 
In-chsrge, 

(e) In a large number of cases where the 
requests can be put in a strait jacket, 
for Instance in the case of applications 
for entertaining more than 26 guests or 

for obtaining permits for various cowaodities 
or for renewal of ams applications, specific 
forms should be devised so that all the 
relevant data is available to facilitate a 
decisicsn, Vhare verification of certain 
facts Is needed, for Instance the fact of 
marriage etc, the prescribed forms should 
be available with the lowest functimary 
supposed to make enquiries. This fact ^ould 
be widely publicised swd member s of the 
public should be encouraged to present 
their application at that level. 


(3E> ’Raqaasts like those ^selating to allot- 
aent of Isaid are generally made to the District 
Officer or his staff when actually the 
powers ^est in local bodies. Here also 
imlfoiw forms should be prescribed and if 
presented before officers at the headquarter, 
should be returned back to^ the j^arson 
presenting it duly marked to the ■ pra scribed 
authority like Gaon Sabha etc. 

(xl) To make inquiry Offices 4^stify their 
existence, it is imperatlw to connect them 
with the main sections of' the Collectorata 
through an Intar-communlcatlon system. 
Similarly, all prescribed forms should be 
made available to them in adequate numbers. 

In absence of these facilities the Enquiry 
Clerk’s work is seriously hampered, so much 
so, that one of the Kanpur informants 
considers his appointment as a sheer waste 
of a senior assistant’s acquirements and 
is all for the abolition of the post. On 
the contrary, the Dfenao informants have 
expressed their view in favour of the insti- 
tution of m Enquiry Office in their 
Colleetorate, How>vor, there is no denying 
the fact that the public in general has 
benefltted by the setting up of Enquiry 
Ol^'lces at 'Lucknow and Kanpur and *t some 
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othar impoftafit toT*®,s of tha State, This ha# 
also reduced the incidence of overcrowding 
of public in offlcesi the.reby eliminating 
chances of contacts between them and 
officials, send the resultant corruption. In 
order to regulate the functioning of these 
offices and to make them more purposeful 
the following further suggestions are w^th 
consideration, 

(a) A system of asking questions on the basis 
of payment as in the case of courts where 
four annss per question are charged in terms 
of court fee stamps, should be encouraged 

and all replies should be furnished within 
a couple of hours. This would require that 
the public approaches no other official 
except the anquiry Clerk and that all the 
officials of the Collectorate co-operate with 
the Snqulry Clark, 

(b) The entire income received from the 
above source should be utilized for the 
welfare of the staff. ■ 

Cc) Where any information has to be collected 
from my other department, the Snqulry 
Clerk should do so himself cai phone, and 
record cm the appllcaticn the name of the 
informant and the gist of the reply, 

(d) All such application forms etc, should 
be destroyed after a month. 



(xil) Applications covarlng all tha catisgorie 
mantioned in para 3.CBCi) ar® submitted in 
person or sent by ddic. The postal communi- 
cation addressed by name to the District 
Magistrate or corTOiential corraspondence 
is attended to In the Gamp Office M the 
Collaetor. (tier communications, out station 
or local, are attended to in the Collectorate, 
At present on^ receipt of such comraunications 
the dak Is marked to the Collector or the 
Additional Collectors who generally speaking 
pass orders the same day. These references 
are then indexed and marked to various 
offices. It has bessi noticed that the 
English Record Keeper who handles, the dak 
takes a very long time in indexing and 
despatching these letters. In terms of the 
voliMe of work there is no doubt that the 
section is mderstaffed. The methods 
employed are also unmethodical. The following 
arrangement is sug^siied for speedy movementi- 
(a) €),S, should receive the dak «nd after 

marking and where necessary -giving- his 
"notings” should forward it in different 
pads marked for the Collec.tori Mditional 
Collectors dealing with the subject or the 
Officer-in -charge. On receipt back of those 
pads, indexing should be sectlonwis® or 
offleewisa. Each' index register should be 



st- sslnl 


th« retnm of a p«per requiring enqulr; 
slon-malct'^g In s«ch cases is denendant 


though soiretlwes the delay is causad hy 
the holding up of papers at diffarent 
supoyvlsory levels. At nrasent a reference 
after enquiry goes to the faction eoncamad 
which takes Its own tiiie to put it up to 







sbouM be split *up sectionwise/offica-wise 
at the B.B.K's. level and controlled by the 
0,S,/Oi‘fic®r-in-chfirge persmally* To provide 
for yet another cheek, all 0,Cs,/S,Ts./P#As 
to 4,15, M,, D.M, should keep a cause.; list of 
iiBportant references in/here reports have- been 
called for. The day should start «ith .a > 
rsfarance to this diary, 

Cc) In a large number of cases final declsii 
rests with the Government or other-he %ds of 
departments. The existing arrange»iftt of 
maintaining a list of pending references with 


c 
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ftiTtbe? 5n'^aTin*f, It howsvapj t)« 

!iec'3s?-iry tn (a) th?»t all r«f‘93*0nic«s 

IsstTin^ fTorr. th^ offlco or yacalwd 
hf tba offlca cle«i"ly Indicate the subject 
0 *^ the tOT) of the eoirmimtcstloo end (b) 
litdicate the refes^nca on ■which the cornffiirol- 
cation is based. Very oftan coraKunications 
!fec«iv6d by the S.H.K, keen on raovlnffrom 
section to section because th© referitico 
does not disclose the subject matter of the 
communication. The exlstinif ordsr.s aw not 
observed even by the Secretariat, lot alone 
the other departments. . , ■ 

Cd) ii/herever possible the' replies, after 
final decisions have be=}n taken, should b© 
dictated by the Off leer s-in -charge concerned 
unless the draft Is of a. technical nature 
or has to make reference a to earlier corwa- 
pondence in office,. This wuld T®<]uir® providing 
off icers-ln-eharge end 0,$, with the 
services of stenographers, l^ore draft for 
approval are submitted 'by the office, fair 
copies should be typed out by the 'stenographers 
because this itself normally take# three 
to seven days If the corrected draft go©« 
back to office. ’^Jhole time stenographers 
should bt least be provided, to the A.D.ls. 
Officers-in-charg©' Combined Offices and 
Office Superinte^ent, ' 
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(a; The traval tlaa afta-i' the signing of the 
final, araft to the tima of despatch is 
inoKlinat^ly long. In some ans^^-s It has 
ha*n noticed that this takes at la.ast seven 
to ten days. This shonld ha ^ pracludad by 
th.» o.Cs./vl.S. "by means of affactiva 
siina/*visory chach, 

3*09. Organization and hathodst- iSvan 
though no 0, & M, Call exists In^tha Collac- 
t.orate as such, the fact Is fchrat almost all 
the i?»iportartt ingradiants of Organization 
and Methods are hy irid large practised hare. 

In terms of nuiiifcars Coll actor ate is a small 
of’^ice and It is not really necessary to 
hev 9 a separata 0 & M Cell, But the volume 
and nature of -work t^hich this office handles 
is of such a great importance that it is 
necessary to improve the work flow and to 
co-ordinate the work of supe.rvision at all 
stages. It is the r-isponsil'lllty of the 
highest officer of the organization to ezecnte 
policy with the fullest efficiency within 
the limits assigned, and' thus to create 
co.ndltlons which bring about the optimum 
use of all resources available. 
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to re-organlssd and ra-arrangs an existing 
orgsaiizational pattern. 

3.11, In Collactopat© also replanning of 
existing work should be done in the light of 
lesslons learnt. The attitudes and capacities 
of Individuals as reflected in their past 
work must be taken into, account whan duties 
and responsibilities are allocated at all 
levels. 


























3«st an aya-wash amd thaya is nothing much 
to fdithiisa oirar It, as It hardly provides 
ti»a basis letd scopo fo? sifting md reomilt- 
ing th® test wm., B»sld®S| all th« applies- 
tioflrts for racmitaant to'tha Collactorata 


sorviee ar« sponsored by tha aaploywont 








%€U3i 


agency do«« not n»c®ssfirlly cover all the 
avail at 1® talarst, 

4,07. In order to prevent wastage, ensure 
loyalty i«d., atove all, to provide incentives 
to tbs existing ersployees, following suggestions 
in regai*d to the raethod of racniltmant are 
raade$» 

(I) The competitive test should not he 
confined to the nominees of the Smploy»®n.t 
'SxchiOTge only hut It should be thrown open 
to the wider ffiarket. Other .things being 
equal, preference should be given to those 
who happen to be related to or dependent 
upon the present employees, 

(II) Per sews of higher educational qualifica- 
tions, if recruited, tend to migrate as #ocm 
as they sueceed in getting a better Job; 
with the deteriorating educational standard, 
persons having High School as their educa- 
tiwial attainwent would fall short of the 
Collectorste r#qulre»®nts. On the balance, 
tliert^fore, Intewsiedlate should be prescribed 
as the ainiiium educational qualification for 
entering the Colloctorate service, A higher 
minlaum educetlonal qualification Is opposed 
as it tends to make the recruited staff 
always on the look out for prospects elsewhere, 
(ill) In a district, there are a large number 
of indep aidant offices like Planning, Rationing, 
Supply, ■ Civil D«f«nca, Slectim and others 
under the Collector, Ikicruitwsmt to these 
offices has, so far, been mad® Independently, 
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This should noil? ha dona tmdai* a aystais of 
G9ntTnl yacmitm«Tit by th« District Officar. 
Ibis would not only maka ai?allabl® sultabla 
parsons s«l«cted out of a wider market on 
a imiform basis* but would also proirida 
opportunities for intar-office transfers 
resulting in a variety of experience and 
opening up fresh avenues of proiaoticm for 
eertsin offices where such scope is extremely 
limited. 

Civ) In this connection* it may* as well* 
be observed that It would be erpedlent 
and conducive to better discipline to revise 
the existing orders relating to the creatlcm 
of a senary cadre for the Treasury, This 
arrangement has lad to the drifting away of 
a snail section under the Collector toward 
indiscipline and has also given rise to a 
i^nse of frustration among the Treasury 
employees* duo to the shrlfekaga of promotional 


Hasir etc, 
b-quallflc 

ji- 

the Treasury, to inter«^angeability of t 
ataff between the Treasury and various 
aeoMcws of tli# €oi2iiol^ret«^''ieeiit^ only 
help 'Wm ofTlelalt - 





of the Kmmgos and 10^ of fJaib Tahslldars 


if adoptwd, would Biake available p«rsm» 
of tried Integrity and exeontiwe aMllty 
In preference to new and raw hands* It 
would also op€m up wore avenues of prowo 









Clnss I awploy®®* an<? Stenographers • !l',120« 
8-lSD*10-2f0. 

Class II aaployeas - &* 120-6- 180<-&-2^. 
Class III aiaployaas Sr., 100-4.12C-5-180. 


*iRtanograph@r to Collector - 1^^,160-8-200-10 

-260- 12-320 • 

4,09, It has baen accepted at all hands 
that the scales of «wol wants of the 


stress and tmpracendented rise In cost 
of llring Index, This has fostered dls- 
sstlsfactlon, frustration and apsttiy which 
ara fl&ringly reflected In their emphatic 
•Ho* In reply to the qnestlon^ if ..the 


losers Instead of gainers added insult 
to Injury, Md eorrnntlon Is brought up 
wall In the cradle of economic diacontant. 





4*10^ argissant that sifict most of the 

Collactorats 3ofcs» aspeelally those attached 
to cot^rtf, are locrati've and offer approtw- 
nltlas of corruption should not hoM good 













im} ' 

l50 good anoiigh for tli« Colloctiorste as wall* 
Once the stenographers hecoae available in 
the Collactornte, speedy worlf In the offices, 
and in the courts, where the officials are 
demited fron a'ncngst Collectorate employees, 
woyld hs ensured, 

4,12, One of tha rocoffimendatlons of Das 
Corenittaa ms that officials knowing typing 
were to bo el van an allowance of S5,25/- per 
e.enseffi. ’^ot nany officials took advantage 
of this incentive as the official knowing 

got the allowance only upto, ti» tlae 
he worked in the court line. This rule 
should be scrapped and a persm who c«nce 
draws this allowance, should continue to 
g.it it irrespective of the job that he may 
hold, 

4423 , The existing hierarchy of grades of 
the Coll9Ctor?.ta clerical staff has been 


given In para 4,08 and promo tions from cne 
grade to another are generally spei'sklng 





Important »muals ralas liir« Bevaima 
y'mvt&lf fmmmiy lulas, finmclml Haii4 
Book, TaJcavl aulas ate. riftoiild }m Iwfuartsit 













4.17. It would also be desirable, In the 
Interest of effleiency and general awareness, 
to adopt a sy steal of annual refreshers 
course for the benefit of oM officials. 



into existence through laglslatir® action 
or through Judgments ' of ’trarlous courts and 
Judicial trlbmals,. The syllabus for sudd 
a course can be frawid, taking into accomt 
the social, eoonGaalc and legal progress that 
the dyn «iic Indian society is consistently 
recording. 

4.18* Incentives and Disciplinary Proceedings! 
A. Incentives, (1) At present, in coKplimce 
with a suggestion contained In Das Gommlttea 
leport, 'some monetary reward, by way of 














psychological pti-actiori on tham end would 
krfyp on remind ing tte® tha nmd to continua 
thtoii* poou work. If reduction in grade 
can te a pmilsiinenti an advance in grade 
smmB logical to fee provided m a reward, 

B, Disciplinary Proceedings and confllctsi- 
(I) Annasture 34" gives the nusber of cases in 
which disciplinary proceedings were started 
during the last three years at Kannur, It 
also classifies tha diff-.rent types of 
pimlshis-snts awarded, Tha average time taken 
in the llsposal of disciplinary ppoceedinfs 
works out to 1C‘P days. In spite of specific 
instructions in the Civil Servlca Regulation 
and Classif Icatlon, Control md Appeal Buies, 
the time llvslt prescribed for 'the disposal 
of disciplinary proceedings has not been 
adhered to and there has been a tendency 
to exploit the phrase "re a,£<mable opportunity 
i^ile It seains necessary to re-eisphaslsa. 
the desirability of disposing of disciplinary 
proceadings within the prescribed ttee-llrait, 
it may also t@ expedient to examine In tawB® 
of recent exnarlanc# iidiether the constitu- 
tional rights provided in tha Article 311 
of the Indlm Constitution should still fee 
ccmtinwsd. If the Cfovamraent employees have 
tiie pernlsslon to function a® trade unions, 
there is hardly my reason to retain the 
constitutional protection anioyad by them. 
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(ii) fhls shotiXd not corftiwd as a vot# 
hj wg in favour of th® institution of trad® 
unionists in tb© CoIleetoT’atas, This wuld 
b© the nost mfoTtun^^t© d.^valopmant, If 
it tatet-s place, h/hat is neadad, therefope, 

Is that it is hljfh tlsie that the GoTOrnwent 
should make up the Ip isind and find a via 
media sofse’jihat tentaTnount to the sugp;©stic«s 
read© by the r^cond Pay CcTsulsslon of tha 
GoTemraent of India which has ativlsagad 
formation of staff comcila for consultatlva 
work and arbitration of mraaolvad" conflicts. 
This is a co’nprahensive issue, affacting all 
th® employees of tha State, 'laturally th® 
decision of tha Stata GovamBient would 
automatically apply to the Collectorat® as 
well, 

4,19, Rati reman t Agat- According to on® 
of tha recent rules, It has boon presoibed 
to examine tha character rolls of the 
officials with the Intention to find out 
whether they should coritlnue in service 
after attaining th® aga of 55 yaars. This 
has created a feeling of mcartninty and 
consequently, has latlto avoidable frustra- 
tion, The ml® seems to he unnecessary 
and shoiild foe annulled, Tha Government 
have adequate power and they can, any time, 
use their discretion to make a person 
corapulsortly retire after ha has put in 25 



ymvn of mTvlm, or ewn otlierTrl^, to 
dispense with the ?ieri>'iee« of m ©eiployee 
^o 3 s fotmd to he locow'^etent or corrupt 
or inadepoeto ss a result of a disc in Unary 
prooeodin?. In view of these provisions 
also ther?j 3s hardly any need for continuing 
ths rule tinder reference, thereby 
creating further suspense in the minds of 
the officials. All officials should 
uniformly sunerannuete at the age of 6fi 
unless, of course, on the basis of a 
discipXinory proceeding, they are found 
to he unfit and are made to retire, earlier, 
4,30, ^unllty Rating t- 

Cl) Anniirl Entries. One cf the aathods 
of cualtty-iatlng of the Collectorate 
offlcialK Ir by means of annual entries 
made in their chf^ractar rolls at the end 
of eve’*y financial year hy the Imnediat® 
officer or the Office Suparintendent, 
Thereafter the 0,C, enters his own rararks 
on the rolls and sends them on to the 
Additional Collector or Collector, lio chmg® 
Is sugsested In this system, hut since a 
recommendation has been made to the effect 
that officials should ho considered 
eligible for promotion to executive posts, 
specific obse.rvations on this aspect of, 
the officials*' work should always he r«cof4id 
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nff »nd rainscassaTy 


or* 3n'te»jj'lty phcnV 


;ijp»r^lsory control 


s»ct?3 onc^ H Quart:# r l3y th*» 


hon# 

e«rt 


(JD Tnt#sf»rlty C^rtlflcat*#* forn* 


nannar an mien intOfl'rSty efiirtirlc?it#s 


aT*> arant. >d q'm rgnnlnQl *?«.*« In t.h# Cf’as of 


nr#«'int “err" ahonin oa nr> 


In.'itr'^etlonst- Th# most offset Iv 


ha lot'j^r staff is by awans of 


a’^"' snr^^rl se In suae t Ions- It hos "^oen 


prascribad that tbn york of avary official 


•Sectian lnchT.;,?:»a, cnco a y«ar by the 0.5 

f-.nco s yasip by th<3 O.C, anf’ once a year 

by the '‘idditlonal Coltoctor or Collector 
S7 

Annexnrc* »fr >»lves the nirnber of Inspect! 
of thj Collactorate officials at Kanptir 


ar 1 


^rfhic' 


•* Followin'’ Is the form of granting an 
integrity eertiflcatef* . 


Nothing has com® to »y toowleclg® which 
any reflection on thf integrity of 
,.»«••• His reputation ‘for 
jty is. foed.. and .his., integrity is 
[fied,**' 


-'ssj'isrj* 




4*2??, Atw.oest all tym lnfoP?ifs?ints KnifipuT, 
Tlhn*^.'^ -'^nd t’jjcVnoNf Con«ctor«(tes who filled 
in tho fin-^stionnaif'^ p-iT't«?lnln?'^ to this 
study ’/'lod ■f;n In r>^sp4*‘r?t to the 

<5d’vrntJi«'sJ5, thot aoe5"na froo the insTjoctlons 
o:^' Qoll?Jcto^r te officials. In their 
00 ion th r ■■3 4'**act« pi"odnc!.id hy ouch 
ln.cp<=ictlnn« ore that' (a) they make t ha 
officials l;e-:fp the papers in order, (b) 
th'^y rnai'C the officlnls cvailnhla in their 
saotn, (cl they moke the officials to coraa 
to the ''fflce ^tnctuelly and (d? they act 
Jir deterrent ap:eln«t the r>lHr}j» up of 
arre-'Ts, 

4*22, ■^tsrerthslefs, ”th9 Inspections are 
too Kany’% C"‘rplat.n«d ona of tha officials 
Interrlewa'I, There seems to be all the 
truth In this raraarV:, which is quit® In 
v^lth the observations made by 
Paul «. Appleby In his "Report of Survey” 
of Public Adnlnl Stratton in India, Appleby 
stated, ”t.here are on the whole too ranch 
scrutiny and too ranny ' irapedlnants In actlm 
before the fact, too little systematic 
review and scrutiny of action after the 
fact”. The rule pertaining to Insnectlons, 
in fact, wab'es m official over.ln spec ted. 
Besides ccnpuralng a good deal of their 
worklnF time, mere number of such in»p«ctlc»» 
tands tc subject them to a routine treat*«nt* 
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fonivecnt'ntly, tholr nurpos'^ is 

nc i!rpTC'i.''^r.'jnt '3ii;mrss. a vi^w 

to p»3t th^iro j:ris!|;.^;ctjor:r cn a motd syatama- 
tlc d'tn .V.1'; te incyess" their s ft' activity 
'ind to rK’''ve th/ss pO'sltiwly construe tlva 
ir, ch.-? r-'-ctar, follovin? suprrSEtlorifc' fU'rt 

r;'rie3is- 

(1) In rapnr':! to sections wher%-s Important 
voTk, i.’i'srolving public daaliagF, is fc--%irig 
uon 3 , for inst&nca, whar?* applications for 
flrn av^s or old ai»3 pension ara procasBOd 
and dlppomd of, it Is suggastod that a 
mcnttily statanant showing tha receipts 
,nnd di'jposrls should be submitted by the 
S^jction Inc-hnrgs to the Addlti'^nal Collector, 
or Collector, This should suffice by way 
'cf baeoing s check ovar the functioning 
of such Eictlons which aeed not ba so 
fr-i'-uently Inspected by the senior 
officials and officers, as is the case 
undftf the pracent systere, 

(iJ) Consequent to the abOA?e suggestion, 
it should slso not be necessary for the 
Additional, Collector or Collector to 
inspact avary branch every year. Only 
such sections which are reported or found 
to ho ftjncticRiinn unsctl ?f actorlly should 
be subicctad to periodical inspections 
by that*., ' ■ " ‘ 

(111) As would bacome apparent from the 



arm^xura 30, tha ■eoropllanc# of tha Inspsctic 
notas Is sl.’nost always cursory In affact. 

The follow-isp Is lnadaqu??ta. This applies 
with all th3 graatsr fared to in sr .actions 
aada by tha Collector and other officers 
C'f offices othar than thosa of the 
Collectoreta, Annaxor« 37 gSvss th« ciat«s 
cT Ingpaciilon of BlocKe and Hsnnas by tb« • 
CoTlactor of f •■nptsr during the year 1366»67, 
Ctwplianea of the inspection notes recorded 
WB,s intarln^ly inadequate and extraiaaly 
dalsyed. It Is, tbarefora, necessary to 
devise a systen whereby the inspections 
era pursued with vigour and spaed* For 
affective anc expeditious Implcnentation 
of ths direction f given in inspactlon 
notes, it is suggasted that (a) n copy 
of the inspaction note should he handed over 
Imtued lately to the 0,C, of the office 
Inspected for advance actl®i, (b) in such 
cases where matters of general Importenea 
are raised or where disciplinary aiction 
has to be Initiated, while a note ;to the 
effect bo made in the Inspection note, a 
separata note should simultaneously be 
despatched by the Inspecting officer, (c) 
every Inspected office should aalntaln a 
supplement'* as prescribed ^ In :pa.f:,;a 1W5 
Cb)Ci) of the Kavenue l«anual tahsil 

and It should be submitted mm m'mmth to 


th*? Ins’Dactlner offlotT till full eompllancsa 
1? r-iported md (d) at tha Collactorata 
Ijval, an official* and an offlc-'^r should 
l.e specially dasl.apiatad for following up 
thsic^a notes and for submitting a monthly 
st. -5 tenant to the District Officer indicating 
with raspact to aacb offlco In spec tad 
the numbar of itams raquirlng eompllinco 
and the number in which actual coonllanca 
hss bean made during the pracadiof wc»ith* 

Clxr) It should ba brought horns to all 
concamed that normally, eompllnnco of all 
insnactlon notes should be completed within 
two months, particularly those relating 
to financial branches. In cast delay occurs, 
the n.C, should explain the circumstances 
to the District Officer in writing within 
three days of the stipulated data of 
compliance. 

d,24. '■lastly, In the realm of administrative 
action at the district level, it is 
essential to break up m«3or policies and 
objectives into specific w«ll-ds fined acts 
to forecast the condltims and forces likely 
to Influence actim on those plsns, to plan 
and renlan the work In detail} to determine 

a t ''''pre sen t "at’” Kanpur ' ' ttie ^rk " pS r t alnin g ’ 

to inspactlons and th» ccmiplitnce of 
inspection notes Is boing looked after 
by A. m. ' 



an a^wlttad fact that yowi% direct racrultSf 
SRiltably trained, do a far better job 


thw not work tsider a compl®* and adopt 
aathodg of work not quite In tune with 
the ©hen fed roqwipements. At cm® tiM), 






adwlnls?ti»«tlon, the acsias of State B»ctitlve 
''ewlee shoiild be levelled up at «.*ir . 

the CentTpl Barfie^a, this elona will 
j^tinrantee attffctloR of talent to the State 
Sasorices, 

4,26* Such directly reer’tlted officers 
shotaW for ohvlons reasons he given m 
institutional training where they sr® not 
only Ittparted training In basic knowledge 
but also groomed In basic attitudes necessary 
for a civil servant In a democratic, secular 
and ra soon aibl® ^t-up, 

4,27, It is mfortimate thst the State 
which led other states to start institutional 
training, gave It un itself aowetl’ise ago 
as a measure of economy. The utility of 
the Officers’ Training !5chool was recognised 
by all and it is suggested that it should 
be revived. The training should, apart 
from th® subjects Included In the syllabus 
obtaining in 1964-66, also include adequate 
coBiChlng In peracmnel manageraont, office 
supervision Including Inspection*,- 0, & M, 

*gid nothing and drafting, Syllabus followed 
at th® National Academy of %liiiiilstr®tion 
could with suitable laodlflcatlcms, be 
adopted, -Efficiency of the Collec-toratea 
depends to a very great extent m the 
quality of the Of f ice rs’*in •charge s' (y^o 
are Invariably from the State Services) 
and their capacity to inspire confidenw t» 





tha subordinate officials by their owi 
knowledge ability and personal axainpla* 

A nroperly raomitad and trained supervisory 
tlni.ihlbitad by the old methods and 
brought up In t tradition of basically 
correct attitiidas, is therefore a pra- 
renuisite for the efficient functioning of 
tha offices under the Collector. 

€.2?^, ■’Office .Structuro send Accoraraodationi 
The offices cf tbo Fanpur Collactorata are 
housed parti?' (C.l, A* s. Section, Land F^cords 
Hactlnn, ^^acord Tlooras «• Hevenue, Criminal 
nnd English - Form reaper’s Hoom snd 
Treasury) in the old building and partly 
(!^ain Office inciting J.A’s section, 

s'ictlon, S.R.K.’s Section, Mazarat 
and Collecticns ■■Saction), in the new two 
storeyed building recently constructed. The 
new building Is stilt incoraplate as one more 
storey is to be, added to It, As and whan 
tha raraainlng part of tha building la 
constructed, the sections and offices now 
fimctSoiing in tho old building would he 
shifted. At IMnao, no new construction has 
bann m''d« and the entire col lector ate is 
hou«;**d In its old building which should be 
mnTB thnn years old. At Lucknow, the 
offices of tha Collector ate existed in one 
of thrii old Nawabi buildings, popularly 
known as the * Roshen-wJ^deula Kachehri* , till 


October 1966 vhisn thoy ware sMftad to 
tb^»lr new nraTJilses th<qt 1i?iva coFsa «p at a 
*1ist«?nc» of* aboot 300 y^irds from tha old 
-'I ‘lot# fflvloft s ?hnrt history 
rjf* coost^iaotlon of tha now Oollactorata 
fo’iildinc aoo'St’sr? as pona.isjre 3^* 

<,3P, Tha olf* Colfeetorata bwlldiog at 
Ksooor is a shabby looking s true tow, 
d-slaoidatod and deeranSt; As i» obylo«« 
it is d avoid of all aodam amanitias and 
comforts. The two record rooms, Mmnm 
and Criminal, ara damn, having,, no proper 
arT«<nff«iB-snt for at’** and light* In short, 
thay ara absolute,ly unfit for human habi- 
tation, To add to this, thti racks m 
which tha record* are k«pt ar® hiag®., out- 
moded, out-da tad and riekatty wooden or 
»ta@l rows of frames without any trrang®- 
mint for reaching at th« top* 'Th® 
officials, in order to pull out some record 
kept at a height of about 20 feat, haw to 
do iBiprovlsed climbing, md In doing so, 
it was report^ that one of them toppled and 
broke his fanur. It 3© really istcnlshlng 
as to -how these officials function wicer 
such eircuMstances, and that too with a 
certain a!n-''-'jnt of efficiency. Similarly, 
the Kanpur Treasury with It a cramped up 
space and owr-flowing officials 
a picture of confusion and dlsorfsoi- 


nation*. The Unnao officials have also a 
f:ri:3i?ance Efsainst insw.^flclant m€ inpronap 
landing ficaoR.’Todstlon, Tha Lucknow officials 
h.n.va altofrath'Sr a <iifft:-rent story to tell, 

7!i#>y th»t th'iy wsre ®och happy in 

th'^lr old nr^olses ’*'1101 could hfsva been 
S'=^Tv3ca?ibla for an-itber fifty years 
aftar prorar repairs, Their cowplalnt 
aopinrad to be s^ennine, Al^oiagh the rooms 
the nmv building are spacious and bright, 
yat thare are certain shortcomings which 
are e^jough to mabe the building as a whole 
unecfi' fortsble, fonse of that points made out 
are Bs follows*- ■ 

(n The basement of the building has no 
sufficient pro'^islon for light and air, 
maVlng the atmosnhera suff coating, As an 
ImTjTcvl satlon, smell exhaust fans have been 
put up In tha verandah ooioilte the rooms, 
but they hardly serve the purpose. 

(i!) Tlo proper damp-proofing and moth- 
proofing cars was given with the result that 
whlte-antr have appeared »nd have already 
caused considerable damage to the records 
ttiat were stored In the rooms, 

Clii) lo clamps for hanging fans were put up 

* 

o*'DOsite the Treasury and at a distance 
of about 2P yards contribute in. tiieir 
own way toward the making of environment 
unworthy of an Important office. 





?t hRs nrtw 'bftcoraft a job to fix thara tip 
i'^ tbs cefliof 'm?ida of re-inforced cemant 
conc^sts, 

(iv) rrovislon jsir-coolln*' VR,f. tha 

that ^hoi’ld hj've baars In a 

b'^-ildinr con ■’+”>'i!ct»?c* i” ’’ha veer 1966, ITils 
b''r net b*ae fo’^e the c-s® of th«j new 
Loc'i'no'!-? Collector ■’te btiildlne, 

(v) Althooch BttoiCbert bathroows have been 
prcvld'-j? In nsopt of the rooms yet no proper 
arrnnreront for the mttflow of w ater has 
been mode, 

(v!l The read wbieh is tb© approach to th« 
main sn trance of building is too narrow* 

It should have bsim wider, 

Cvli) Weithar »ny provision w as made to 
house tbs “trlet Ear Assoolatlon nor for 
the offices of the lawyers. Consequently, 
their library and consulting roera exist 
tn a verandah and they, while tackling their 
clients, have to sit i*^ the open and brave 
the weother, kn a protection against sm 
and rain ugly loollng appurtenances have bean 
erwreted by the». This has marred the 
look of the Colie ctorata building, 

4, 30, It is accepted on all hands that 
efficiency could be greatly Increased, if 
proper environaents and working conditions 
are provided. Conge stlm way not be a 
problem where nm buildings for office* 
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h#ir® erne up hut this is not th3 case with 
the offices exlstlo^ in ol'i structures. In 
quite B nureher of suh-officas, there 

is hardly enough space for a chair andi a 
smell tehle ^or officials, much less* for 
convafiiant worement. The result is that 
files remain cluttered up and cmsiderahla 
tire Is lost ewry day in feuntine -out capers. 
Somehow, Increese in office space has not 
kent race with the increase in the work load 
and consequent increase in the number of 
hand®. The old departments which have 
assumed huge proportions have practically, 
received no funds for expansion of office 
snaca, Most of the sub-offices have dismal, 
dingy and decrepit buildings snd are devoid 
of ev'.m comron amenities like electricity etc, 
4,31, In order to affect an Improvsinent 
in ths axis ting state of affslrs in regard 
to of flea lay-out and accommodation, It Is 
assantlst that - 

(i) adequate funds should Immeciately be 
earmarkeii for accomsodating the existing 
staff in vnrious offices and sub-offices of 
the Collector ate, so that every official can 
have a separate table, an almibah and a 
rack for himself, 

Cii) Old and decrepit premises should b« 
given Up as early as possibla and in their 
place reesdem bulldinfs, with due provlaim 
for light, air and sanitation and tamparatura 
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cc’^trol, should hs put 

tin) Tn rcFS 4 vh«rs It is not r.cssltla to 
..3r;ct ■5-i'lldlnrf.,. old Hilldln’-?. should 
h' r.':n'>Vf esr^'anr-lvoly repsJrsd to 

i-ff’’'- ':h-5r of^lca worthy, 
tm '”hs 0-5'.' co’"Et''Uct'??'ns shotsld not only 
Into aocount th-^i ptasant naads but 
th '.?7 shrjuld be niannad to %Atf.it future 
,rr,pa o-<* asroansicn as well, At any rata, 
th-! stfsry of thv new Col'^actornt'e building 
at Tuc1<''r;v should not ta repisatad, 
fi?) A for r..roi?ini'ng-@l«ctrlc coolers 

for tha offices should be undsitaken at 
the r-tti of si^y fivv districts in r ya«r with 
vliv to rradualty ell^inatinj); bhas-tnttis 
and substittitlng them with a more !rs«stchanical 
and chaftnur 5*3 ^ns, The scheise ray initially 
n!.i;jn sorBB acMltlonal inwstoant, but over 
yarfifs, it Is bound to prova a 
nans'iT'f of econo'ny. In tha first Instance, 

■' '^'•i';Tlnn''n-" nny redo frofr tha F.AVAL towns, 
(vi) with, ths existing available' 

acco?K:tod»«*tlon it should be possible to devise 
tha lay out of tha offices in a !Bann.*ir so 
as to bring together those sections which 
normally have to consult each other nor# 
franuently, this would "greatly halp In 
disposal of woirite, 

Cvli) Th# 0,C*s* b# plac#«iphyslcall3f 

close to their iiiklilbits »o that th&f bouM 
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In lan^tssfre. In vhole of tha 
Krnpnr Con*5ctor??tn thar'? ara only 33 

’^':'*hln53 (all of thaw ara Ttora than 
.nn-l ir* ITini! typa-wrl ta rs, 

1“- rmso thal-f* nnnbrrr Is 12 and 6 raspoctlvaly 
Cc) '’'orna. It was r ganarnl 

cnnnl'^int that tha snpply of fornr, fron 
the Co van-sent Pr^ss wrs Irregxilar and 
in^^daqiiata. It -appears that th-y procadur® 
r.T tafnlnw form? Ir lan^thy and dilatory. 
'‘>a :’i ^'‘lenity enco'unt.^rad le not so 
mcVi in re^nrd to sal^ahla f orris as It is 
In r“>s‘j c.f non-sr’leahlo mas, hna can vary 
W'?n visns*1isa tha 'Dlif''^'t of the poor 
''Inrpilfy ClarV faclnp: tha wrath and Indlf- 
'-’st^on of the niiMlc who naturally -'at annoysd 
on halnn told that tha -fo'rRs nsadad hy th#® 
pra ont of stock. 

In order to ovorco®« tha dlff icuilti®s 
raf^oruinsr supply of materials, following 
suggestions, if accepted, would considerably 
sltar the situation* 

(15 Dun to the paucity of Items cf stationery 
It hof? not heen possible to introduce a 
regular filing system in Collsctorates. 

Two years ago in Kanpur sn at'agptv/as mad® 
in this direction and the Secretariat noting 
aysten? was adopted, ' The experiment proved 
extiroraaly successful, as It has greatly 
helped in puiok disposal of huslnest ■. 


I'-isId*?!? n»§at Taalatananc-* of fll^s* To 
ritssodued untforr. file 3 y:-tdna In tna 
Colldcto -'ites ad'^nunta funds s'lnuld "ba 
plhC-,C. 'At tbi 'lispOS-l of Cf OffiC® 

GO anarls tn^r'-, ;-.o local purchasas, 

li..'it of f-', ECV" inadaiiuate 

for lihri! pur-no 5?-i, 

(li) It it Is desired to cllgposa of wrk 
pr-seci 1>", loth 1’^, th'? courts and the offices 
Ihe CollecGo'-ot'j, on-t 'Jn.^lish t/pe- 
yrltjT cstweeo ti*fo courts ^eid one iHrifyllsh 
t^pa-'.frlter ps''* irportant suction should 
be pr on iced nn*-’ the bnti against the 
purchase cf Tripfllsh type-wrltera lea 

(IIJ) Tn tha basis of the figures of the 
last thr«-'i years, quota of non-saloabl© 
forcss fB.iy la fixed for each Collectorate, 
and the District Officer should pi&ee^ 

stationery anti forms direct wlth^^ 

■■ ■ . ■■■■ \ 

the bunar-intendent. Printing and Station-ery, 

'I’hls would avoid much of iinnecessary work 

gyifi corrosnondance at different levels 

besides ensuring quicker smd timely 

supply of the required materials. 

4.34. Slnilsrly in the Tahslls, it is 

arnnK-ioff to find that there is no filing 

syst-^m at all. ^.ven classification under 

different heads has not been prescrlhtd 

under the exl sting rules m4 Manual*. 

4-0 

Jnntxure -a# att««pts' a cla#»lfl«aitloin 
under important hmwds and it i* suggattmd , ■. 




0 ** th« (^’i»ploy*9as, mltirstas their difficul- 
ties and infuses in thera a sense of loyalty 
and attachment to their work. Consequently, 
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ssla of to 138 also taken up by thalr 

society, 

Cli) The ensoloyees should encouraged to 
form a Co-on -31 a ti vs ITonsIn^ Society, where 
ever It Is non -exi atari t. Such Societies 
are *’nncti on Inc In fanpur and Lucknow but 
only nn pannr, ‘'lf?*0Tt« should he rands to 
make then effectiv-^ 

(til) Arrangeraenta should ba made for 
hatter medical docilities for tha eraployees 
and their danmdants Including free dispen- 
sation of madicina and tha availability 
of a medical officer’s service at home 
in Case of serious Illness. Existing 
rnles exist more csn paper than in practice, 

(iv) In accordance with the general policy 

of the Government, frea education for all 

girls unto High School stage has hmn 

provided. Similar facility should ba 

nrovldad for two mala issuer of the 

hpiA 

employees also^who get more than 
but below Hacessarv help to 

bright and meritorious students (sons and 
daughters of the omployrms) should be given 
by granting thara stlpands and scholarships. 
In any case, andaavour should ba made to 
ensuTi-i that th-a educational c araer of 
their talent-^d sons and daughters is not 
cut shr^rt due to paucity of means, 

(v) Ihs staff of the Collector ata has an 
arduaus job to parform. They have to ©c»® 




s 


1 ' 




;*t of the lnconi« from this 

lurca shoiilci be spant for iha mnlntssnanea 
’ l«WiS and g.rrdenr. of the Collectorate 
iiT:pound , 










CHilPTSB V 


mm FSRCSPTIOI ABD COMMimST TO THS MORK. 


The Collftctorete, as 'an organization. 

Is Mora than a matter of the structure of 
a denartment of the Government, It 
Involves as Its basic elements the intel- 
lectual acts of managament and administra- 
tion, and its main object is to secure an 

I ■ ;■ 

affective groupeng of those acts of human 
beings idio perforatithem. Consequently, 
there are besides such technical organiza- 
tional matters as administrative decentra- 
lization, broader organizational issues 
concerning the relations between men and 
men, between men and groups and between the 
administrators and the administered In a 
multi-group society, ^iftiat is required in 
the Collectorata, therefore. Is not only 
a sound structural set-up of staff agencies, 
but also a sagacious staff skill and the 
reqtalslte motivating force on the part 
of those who man those agencies. Adminis- 
trative e^ficfency of the Collector ate, 
more than elsewhere, depends on the ada- 
quady and efficiency of men who are its 

S n 
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piece of laachinersf. That office is indeed 
the best, which rms hy Itself, 

5.02. The dynasties of the changing Indian 
society make it essential that the employees 
of the Government at all levels and parti- 
cularly at the district level should ha 
unambitious in a narrow personal sense 

but thoroughly ambitious to get the job 
well dona; to get problems solved and 
results achieved. This can be attained 
through affection, based upon sincerity 
and understanding, tenacity of will and 
integrity. Affection smoothes the way for 
winning consent; tenacity of will fosters 
singleness of purpose and manipulates 
the resources for, meeting the responsibilities 
integrity .ansures. the public Interest in 
Govammantal action and reflects the presence 
of understanding, Impartiality and objectivity 

5.03, Sfflciency is, thus, tied up with 
proper work perception and commitment of 
the general staff to the work. These 
phenomena, however, are getting rare in 

the Collector ata because of increasing work- 
load, complicated rules and procedures and 
lack of direct and personal, control eacercisad 
by the decision-making authority who, at 
best, is only seen occasionally b|r the staff 
but hardly understood in terms of human 
relations. 
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5*04* Work Porceptioni- Tha factors which 
condition the work perception, among the 
awployees of an organization may briefly 
be recollected as nnder s- 

(1) fhay should ba aware of the significance 
of their role In tha set-up and the importance 
of their functions. 

(ii) They should be thoroughly conversant 
with the rules and r ^:igulations and procedure, 

(iii) They should be aver— responsive to 
guidance and direction from above, 

6.05, . The investigations conducted -reveal 
that an average employaa ■ of the Collectorate 
is generally unawsre of the significance 

of the role that he plays in running the 
adralnlstratlon, H© 'hazily knows that he is 
an essential cog in the huge administrative 
machinery* Similarly, he also does not 
understand the logleality and importance of 
the functions that are assigned to him. He 
just performs them as a matter of routine, 

6.06, Wiere is a general complaint that 
there has been an mpreced-dnted growth of 
rules and regulations followed by innumerable 
amendments, aven though, this has given 
tremendous powers to the officials to 
obstruct movement of reference, a rule can 
always be found out to delay disposal, 

yet, very often, the rules are genuinely 
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not imflerstooii by the dealing clerk, the j 

supervisory staff Including the officers, | 

5.07, There Is ; very -little of guidance ] 

sought hy and -given -to the employees of j 

the Conectorata. The seniors, for ftitaws® ; 
already man tioned alsewhara are simply not 

in ta rested In the new and yomg entrants, i 
Besides, the naw j^f'raerui 1 5, according to I 

practically all the heads of the sections 
Intarviewad, lack the urg^ to learn, and ! 

they usually r&sort to the method of trial 
and error, h numhar' of the senior officials 
also complained against the Insolent and 
Insubordinate attitude of the junior and 
lack of necessary aptitude to work and 
spirit of loyalty among them, 

5.08, Coffifflitmant to the warks- Factors 
responsible for providing fillip to commitmeni 
to work may briefly be anuBweratad as mdars 
(i) Satisfactory wages and proper incentives 
particularly during these days of unprece- 
dented economic stress, 

Cil) Oppoptmitias fbr initiative and exercise 
of affective supervisory control. 

(iii) Job security , 

Civ) Social prestige attached to the jobs. 

Cv) Officer and official relationship, 

Cvi) vSanior and junior relationship, 

(vii) Material and office accommodation 
availabitlty. 


(•vili) Training facilities md 
(ix) Welfare schanes, 

5.09,^ Till Istaly, the older genaration of 
the Collsctorate officials was undoubtedly 
davotad to work, Thairf capacity to put 
in hard and sustained labour was tasted 
almost Invariably in tvary emergency and 
special assignrssnts including alactions, 
census, emergancy rallaf etc, Tha general 
factors which conditioned their thinking 
arul behaviour ware (a) comparativa 
security, (b) social prestige attached to 
work in the Collector's office, Cc) spirit 
of loyalty and (d) hope of being rewarded 
in terms of little favours to their depen- 
dents. ' Most of ttese factors have ceased 
to operate and while- dedication itself still 
continues arocmgst most of the seniors, the 
economic factors have assumed over-riding 
proptrtlons. In addition, increase In the 
volume of work coupled with greater contact 
with the public has converted the spirit of 
work into one of spirit of making money. The 
administration also has failed to cope up 
with the changing circumstances and has 
lagged behind in satisfactorily solving the 
multifarious problems and situations that 
are being faced by the officials employed 
in the Gollectorate, Hlgld centralisation 
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of powar and authority and loosa superi 7 lsory 
control hava hi Had thair initiative and 
h-'vs provided scope for loose and rather 
Irrasnonsihla functioning. Scanty pay 
scales and ahsence of proper incentives 
and promotional opportmitSes correlated 
with the rising tempo of living index has 
foiRsnt-i’jd frustration and has fostawd feeling 
of apathy, and lack of genuine interest to 
the extent that satisfaction has more 
or less disappeared. Only such of those 
officials choose to stay who cannot get 
other opportunitiss or who are too old to 
think of a change. This was the opinion 
expressed by most of the officials who were 
interviewed or who responded to the 
questionnaire. Job security is also almost 
extinct as would be apparent from th® large 
number of temporary hands bom® on the 
Collector ate charge in various gr^es. 

At Kanpur, 66 first and second grade 
employees are temporary out of whom a 
considerable number have not been cmfirsied 
for soma reason or the other, although 
they have been serving the Colls dtorate 
now for more than 26 years, ISheie have 
bean in existence neither any method of 
imparting training nor does their exist 
mj staff welfare sehem# worth the name, 
Won-availability of necessary tools 
material and inadequate and unsatisfactory 
office accommodation have al.80 been 
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generally complaln8*a. of by fh® official# of 
tbo Collector ata* Given these circnaistisaces. 
It Is not surprising that general aioral® of 
the employees has gone down; social prestige 
attached to the jobs has diminished; rela- 
tionships between officers jand officials 
and between seniors and jmlors and between 
officials and the public leave much to be 
desired* ^ 

5, 10, Perception and comiaitTOnt m asure i- 
Tha measure of commitment and percaptim 
to the work is provided by (a) quick des- 
patch of business, (b) satisfacticHi rendered 
to the public, (e) the amount of wastage 
that occurs and (d) delegation of power 
and responsibility, \ An attempt may, a# 
well, be made to measure the perception 
and commitment of th®: Col'fe ctorate employees 
in reference to above ■ factors, " 

(a) Oulck despateh of buslnossi It has 
hem well established In earlier chapters 
b4%t the work out-put in the Collector ate is 
slow and sluggish. The papers generally 
move only under the influence of two 
conditions (i) the compulsion of corruption 
find (ii) the compulsion of displeasure of 
the superiors involving departmental action, 

(b) Satisfaction rendered to the Public* 
In a system over-ridden by technicalities 
s«d formalities and manned by disgruntled 
end dlscont«n.tad officials and which offers 


a scope for consWaratlons other than those 
which are moral and are conditioned hy free 
will to work, the ans^-#er to the questlm 
whether the public, is satisfied with the 
Collec terete dealings’ Is obvious. For a 
little vfork to be done, the public has to 
vm from pillar to post, and, at times, 
they have to encounter the rough handling 
meted out to them,- They have also to put 
up with Insolent and derogatory attitude 
of the officials who even do not hesitate 
to enter Into loud arguments with them, 
fuite © number of such incidents ware 
noticed during, the course of field work 
done in ragard to the present study, Hiese 
o.f:^lclals probably' do not realise that 
Imrcli tens ss breeds; hate, Ultimately, the 
insbillty of an official to dispose of a 
particular paper Is attributed either to 
the difficulties imposed by a certain rule 
or- to th*> personal whim or wish or non- 
availability of the concerned officer who 
has to take the fin .al decision in the matter 
Unis naturally leaves, the Individual -^feo 
approaches the official to expedite the 
dt=»cislon, dasad, disillusioned and more 
than ch’-iu, prone to grease the palms of 
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(c) The Affiotmt of Wastages Wastage of 
iiandays, talent and 8x,parianc@ Is only a 
logical ontcone of the conditions and circum- 
stances under which the Collectorata has 
bean functioning all these years. Wastage 
can be categorised under two heads (1) open 
wastage which invol'S'es . suspension and dismis- 
sal of officials as a result of some dis- 
ciplinary proceedings, and going away of 
officials of their own, accord and (il) 
latent wastage which encompasses aeglect 
of duty and Callousness on the part of the 
employees. The open wastage that occurs 
can be assessed in terras of loss of man- 
days and experience but there Is no way 
to estimate the extent of latent wastage 
which, frankly sdnittlng, is colossal. 

The followlner tables, A and B, would 
indicate the wastage that occurred In the 
Kanpur Collfectorate during the years 1964, 

1965 and 1966, 

TABLd A, 

toss of in the Collector ate (Kanpur) 

due to suspension of personnel pending enquiry, 

"I AvallabiatMandays' lost t^'age' of ' man- 

Tear I man- |due to sus- tdays lost in 
I days,* I pen Sion pend-f terms of total 
I ling enquiry, fmandays arail- 



1 




1964 

37,760 

953 

'2.S 

1965 

37,750 

1 , 244 

3,3 

1966 

37,750 

2,550 

6.7 


&n tte" ¥asis o^" 2^' worifing 
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: - T.ABL1-'B . ■ 

Loss of Siia to anployaas leaving 

of thsir own accord. 


I '^fo, of ©mploye'es' ' IBiiFalTon"’ of"'^ 


Year 

1 who 

left of thalrlin the 


:,-.I. 0^ . 

accord,. . 

IGollectorata. 

196^ 


■-■■ 2 

Ilf years &■ 

10 years. 

3.965 


2 

9 years 2 monthsA 
3 years 5 months 

mi 


3: 

4 yosrs 4 months. 


Tctsl nnmtjr of OTsployeas report ad to have 
left the Collectorate sarvica 'betwian 1949 
and iqfi6 Is 17, Out of thasa^tajorlty (12) 
laft betwaan 1152 and 1966, tha 'braak-iap 
in tarns of tha deration of their ga^’vica in ' 
the Collaetorata Is os follows* 

19 years or ah ova - 3 

Betwaan 5 ^ 10 years - 2 

Less than 5 -yaars - IS* 

Total. ~~rr 

(d) Delegation of nowar and rasponsihility* 
Lori icton.h-ts characteristically ohsarvad 
that, “Power tands to corrupt and ahsoluta 
power tmds to corrupt ahsolutaly’*, Thar© 
c^n ha no other tsot ^ correct md forcoful 
argi7r?nt in favour of dacantralizatim snd 

^'"'fut of these' l'"' left af tar" pSting ' in 2' ' ' 

years of service, 1 after 1 year and 
the rest had ptit In tiot lass than 3 and 
not wore than 5 years. 
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d««la{»ation of -nowsy than what I»o#cl Acton 

7n any orf'anl nation, hlc or sraall, 
In the tntayest of afflclancy, nr^-^ssiires on 
tha central fl^nre h»v9 fjot to he reduced, 
an.fl in any c.ase, the, .attempt should ha^ at 
p'^l, levels of responsibility to delegate 
cor jrtr'^tly os many decisions as posslbla, 
’•Without the continual delegation of routln© 
activities to others, adrainistrotiv© duties ' 
nny became intolarabl®. Administrations 
must recognise that officers and officials 
ere co-ordinates, operating not in a hierar- 
chical relation of officers over officials, 
hut on a horizontal plane authority and 
responsibility under the chief ©xecutiv-j* 
tTnlers this Is done, the creative and 
innovativ:-? drive of the individual attached 
with s partleiilar organization would be 
stifled. In the Collectorate, one of the 
si ;jnlf leant causes of delays occurring, is 
too much of cent.ralisation. Ordinary and 
routine papers are also frequently sent up 
to the .additional Collector or the Collector, 
This system Is faulty and needs to be given 
up immediately. Then, mder the existing 
orders, peym^it upto 5.%2f/- bts made at the 
leval of the O.Cs. Is it dtis to laclc of 
ccnfidanca lr> the officers that their 
financial power has bean kapt so low ? The 
answer would probably ba In tha nagatlva and, 
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as such, th-apQ seems to "be no reasm against 
enliGncln,? this limit, 

5*11* Observations and Suggestions#- To ansnre 
better work perception and to remove some of 
the impedlF'ants in the way of coxairitraent to 
the work among the Collectorata employees* 
following racoiRffiendations are mada:- 

(i) Wide publicity to those rules and regula- 
tions which touch the public should be giv®s, 

(11) Arrangements for proper training of 
the officers and officials in the interpret at Icxi 
and proper use of the various rules which govern 
the riipctionlng of the Colls ctorate should be 
made, 

(ili) In such cases wha.r 0 interpretations 
or apt) 11 cat ion of rules is concerned, the 
officer concerned should attempt to give their 
own findings instead of depending entirely 
on the office notes. 

Civ) The precedences should invariably be 
respected by the officeeis, and in order to 
ensure continuity in this regard, (a) as far 
as possible, where considerable interpretations 
of rules are needed, the officials should not 
be moved before three years, and even if they 
move, they should be available for consultation 
and Cb) all important precedences should be 
noted down by section incharges in a new ragisto: 
to be maintained for' the purpose, 

(v) Movemsnt of paper is often delayed due 
to non-availability of rules and orders, k 
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large numbar of those manuals incorporating 
various rules and orders were printed a 
long time a-go. They should ha ra -compiled 
and made up-to-date and he made readily’ 
available to all officials and the Collectora 
libraries which exist only in name. The 
Kanpur Collactorate Library comprises of 
ont-dated books and manuals. There is 
hardly any system ^or amending th-'-*!®. The 
librarian Is untrained and is wholly ncm- 
conversa’^t even with the i.B.C. of cata- 
loguin/T, The R^der libraries should ba 
able to fulfil thrt need for which they 
have been set up. They should have In their 
stacks reference books commonly in use in 
Collectorates and up-to-data laws and regu- 
lation a, The system of issue and receipt 
of books should also be systv^matised, 

(vl) (a). In order to relieve the top 
officers of routine work, delegation is a 
must end therefore in a largt*, nunibsr of 
cases where reminders have to issua or 
simple rallies have to bs sent out, the 
procedure follcwad in the Secretariat 
should be adopted, where the decisions 
are in corpora tad in the form of a letter 
and pt the Hbaperlntindent* s level 

with y. seal marked as '•Authorised for 
IsstJe". 


(b) It Is Tiot «acsss8py for e-^ery paper 
to le sert up to -tbs Additional Collector or 
tb» Collector. ‘mover.eot of p-^-p-^rs rhould 
brarl^., in alTost 50^ cases at tha level of 
th-a O.Cs. , r.nci onctber 4.0 f. at tbe 3 e veil of 
tt ’2 -idcitlonrl Co?_l'-^ctcr. not 

than ipf of cases shraild pto tc the 
Collector v;hc should concern hlnself only 
vlth Iwiportant policy matters nr where he 
hop to 0 . decision likely to bjcom® of 

;S»3n.‘'»r.'-l Inncrtn’ic? or else it may be quoted 
as a precedence in future, Annexur© 41 
atteutts a 'braa|>k up of duties between 
Cclluctor ^nd Additional Collector, A similar 
break-up could also be made in regard to 
Additional Collector and 0,Cs. and O.Gs, and 
0, £, /Sectional beacs* 

(vii) Similarly* delegation of financial 
powers also seems necessary. All the powers 
exerciseable by the District Officer in 
flnnnci'-l mat tars should be de leg*- tad to 
the Additional District Magistrate, mO. the 
limit of C.Cs. should be raised from r-.Sh/- 
tc T-.IOC/-, 

(viii) As has bean stated elsewhere, attempt 
shculc! bs made, rs frr as posnlbla, to k can 
the public awoy frem the desk of the officials* 
(ix) L-astly, to re-empiiasise the 
question of enoluments of the Colleetorsta 
staff, tlieir pay scales should immediately be 



r^.i shmil''" be ’'forj.*»bt at £»'U' •with 
tba s WAipkin^ in the Sacretarl«t, 

’rh-? District afelnistratton recei''Ws -ill 
its ctrec^th f’rcn the TT*.ner 'In which the 
staff* linger the Collector acqnlts itself, 
W”ost all the havts, so for, bean 

•:;d'3nu£tely r.et on the basis of the strength 
prc’/iird by th’? Colloctorate nersonnal. In 
view of ino ;’’-3asing pressures and the 
■^TDwir: ' connl'ixlty problems at the district 
level, ib is sssantlal to beep this hard 
cor 3, which has, up till now, shown no 
signs of a creel, all th-. more loyal, 
officiant and -contentad for all tlraes to 
comp. This may maan some slight discri- 
mination with the officials of other 
departiiants, but this should be accepted as 
inevitable in, the' larger interests of 
administration and the coaounity. 



CH:,4Pr‘3R fl . ■ 

BAS COMMITTSS ffSPORT. 

6.01, Appolntmant and tariiis of rafarancai- 

In pursuance of an order Wo. 6-529/1 1- A-55 

dated October 14, 1966 of the Qo'ramfflent of 
Uttar Pradesh Sri K,K. Das, I.C.S. was 
appointed Cowulsslonar for Reorient zatlon 
and Director, Orwanliatlon and Method.s 
Di-rlsion. Sri Das was eharj^ed with th# 
responsibility of scrutinizing and initiating 
proposals for the ' reorganization md ra- 
tionalization of Col lector *51 tea. Offices of 
Heads of Departraents and the rarlou# brwTiches 
of the Secretariat. -He was also called upon 
to set up the Organization and Methods 
Division md to be its Director and Bx- 
Officio Mditional ret ary to Gove rnu ant 
in the Chief Secretary’s Branch, 

6.02. Comittee' at worki- 

Ifi deference to the desire of the Qovem- 
®ant the puestion of the re-organlzati«i of 
Collectorates was taken up first. It was 
found essential to wake a detailed study of 
what happened in a Collectorate and for this 
Lucknow Collectorata was selected and exaMlnud, 
The investigations begm on January 6 , 1966 
and so'^e brief conclusions were put before 
im Administrative Officers conferttfic® and 
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their raactlo^is obtained on February 2C, 1956* 
The f!r«t draft re’-iort -was sent to 
Gonfr.l salon erp and Collectors sort to certain 
of hepartisents for their conrants and 
w!3? s»lpo nut UD befors Cor^rsls sinners of 
Idvlslons in a moating. After tubing into 
account the numerous cor'ments received, a 
revised report was prepared and placed before 
OToth-^r Comrlttee "betm-m May 2F. and June E, 
19P€ where a detailed discussion toob place, 
and all the susrgastions and changes Indicated 
were Incorporsted In the final report which 
was duly referred to thu Govamor for Ms 
approval and orders* Ultlfflstely, under 
covering note ^o, 916/0&M*19S6 dated Becarabar 
26/^1, 1956, the Govemaent issued an order 
for imulanentlng the recoismendatlons of the 
Das Committee in r=?spect to ra-orgsnlsatlon 
of Collactorates In Uttar Pradesh, 

6*03* Subsequently, Das Coramlttee took up 
the question of the reorganization of Treasury 
which was the second Goveraaent organization 
surveyed. The draft report originally drew 
up by the Comrrittae was circulated for opnlon 
to all Treasury Officers, Collectors, Commis- 
sioners, Meads of Departnants, tha State Bank, 
the Accountant General, the Controller of 
Military Accounts and all Secretaries to 
Govemsi«t of Uttar Pradesh, Suggestions ' 





Ors^gnlzatlons in Uttar Pradesh nt othar parts 
of -India or in othsr comtrlas* 


6«05* Bdcororoandations of th« Corafflitt®#!- 
Th'3 r^<#coaa«ndatlon,s of Das Comiittaa In 
'r*^gard to thd r^ii -organ! aation of Collactoratai 







freaiin^ of survim rules of Treasury 
Rlriistarial staff, their discipline and control 
and certain other miscellaneous matters, 

6,06, Impl affiant ati on of the recoRtmendatlai si- 
lt ¥8s enlolnn^ upon the District Officers 
to enforce the recowaandatlcsia of Das Casmltte 
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3rs r^'^fard to Colt^etoratas with .effect froni 
1, 1«"7 and in r»3«?aTd to Treasuries 
with eff’?ct froa Aorll 1, 19SP-, The process 
of Iwpleffleotntlon of the report was also 
laid down hjr the CoriRittee, It was stated 
that slnee the report had ^ean exanined in 
detail by a Cowmittea of Senior Officers, 
it should be given affect to without my 
undue loss of time as lal surely methcKis 
were not feasible in the present day set-up. 
The Comal ttea also obsarvsd that the report 
should not b^ subjected to detailed noting 
at any staple, and its procedural part 
should be Imnlemented liBmedlately, Ho amend- 
ments, it was added further, should be issuipi 
to any manuals, ”Th-a report itself should 
serve as the mend ate for action where It 
differs frc^ th«v existing Instructions.** 
Ixcentlon was, however, to be made In case* 
Where immediate implementation was not 
possible or Where ccmsultation wltii some 
other authority was necessary, 

6*07, It must, nevertheless, ba ccxiceded 
that tha recosHneiidatlons of Oas Committee 
did not generate adequate enthusiasm, I'tlhila 
some of than were adopted and given a 
■nractieal shape eltbier in full or in part, 
quite a large number of thar rt^jraalnad a 
dead letter, Bven out of those that ware 
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sowa of th&m -mm Is ter on 
siren on In preferance to old s:.'stern 
aithsr diia tn hslf-'henrted nrocess of 
Inpleffientntion or doe to fha Inherent 
defect In the new systen, Annexnre 42 
details those recoi’nendetlo'is of the 
Cowfflittae which were fully or partially' 
Irsplamanted alon^ with the data of lapla- 
raentation, Annaxura 43 gives those 
recommendations which were not implemented 
at all and snnexure 44 eniaaerates such of 


them iihlch although initially implemented 
were given up later on* This relates both 
to the Colleetorate and the Treasury, 
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Collaetoratss, those eonntctad with tha 
disposal of cofpasooodanea ara by far tha 
?f»ost J*nooi*taot, Bacalpt of *dak% Its 
passR?’^ throui;h djffarant sta'^is until 
5t .is finally disposal of and/or conslgn*4d 
takas 'jiost of tha tl?«e of tha Collactorate 
staff, Tha nannar in which corrasnoncianca 
is handled datercinas not only satis- 
ff,;ction of the public but also the per- 
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Stste fill), Stsps InvolTOd in tha final 
dasnatch of th« renly, 

6.11, Das Gommlttes noted that.**lf sorna 
one writes a fairly simple letter to the 
Collectorate it passes through 27 steps 
before a reply is sent to him’*, A break 
up of these steps Into the three stages 
shows that 13 steps are involved in stage 
(i) - preceding the receipt of the letter 
by the dark who prepares a draft on itj 

7 steps are Involved in stage (iii) ---after 
the approval and signatures of the. officer 
concerned on the fair copies have been 
obtained and only 7 steps are involved in 
stage (11) - pranarntion of the draft 
reoly, making ont of fair types copies, 
and obtaining of signatures of the officer. 
The steps involved in stage (i) and (ill), 

20 oat of 27 through which an ordinary 
letter has to pass in the Colloctorate, 

COTly reflected tha ill-considered saphisis 
on checks and balances in the administrative 
machinery, impeding "quick action" and 
making effective control impossible, 

6.12, Clearly, than, the system needed to 
be reorganised in a mmmr which would 
reduce the number of steps involved in 
stnfras (1) «d (ill). Das Committee did 
only that. As per the Committee* s 
redommendatlons the number of steps 
involved in the passage of a letter through 



tha Collactorata -wara to ba reduced fro-T 
27 to on^y 14, And, .significantly, all 
this cut In the nuwb-,*r of steps was brou.^t 
about by simplifying the procedure inrolired 
in stagas <i) and (lii). Stage (ii) which 
involrad ? s^teps in the Old Procedure 
retained its fore and its sequence of steps 
even under the changed procedure sugsiestod 
by Das Conisl ttee. These steps are as under i - 
Cl) The clerk v^en ha receives tha paper 

stiidlas and places it in the proper file} 
( 2 ) He prapares a draft and submits it for 
h3ph0.r orders? 

(H) ’l>3a draft is anprovsd and returned to 
the Cl ark I 

C4) Tha dark hands it over to the typist? 

(5) The typist nakes out fair copies? 

(6) Tha Clark takes tha fair copies and sands 
them for signature? 

C7) The paper comes back, to clerk. 

It would appear that, given the «5ti sting 
location 'Of responsibility and pattern of 
specialised staffing, these seven steps 
are wholly unawoidable. These fora the 
backbone of any system evolved for the 
disposal of correspondence while all the 
rest fulfil. sere ly the need for pin-pointing 
responsibility in a Comdex administrative 
organisation.. 



which hasad its recoui’ 
'tformlif the fmctlonlnF 


or the Collectorates w the assHtnrstlon that 
there Is a need for ‘greater lfiltiatl ¥9 aaong 
th© officials and also for reposing trust 
in them, therefore, decided to cut short ^ 
the cofupli fated procedurs involved in 
stages Cl) and (ill) alone, Stiige (i) 


wiiich in the old procedure involved 13 
steps was now to have only 6 steps and 
stage Ciil) was to involve only i step 
In, T)lac8 of 7 steps. It is considered 
oroper to enumerste here the s taps involved 
in stages (1) and (iii) both mder the 
old procedure and tinder the changed 
proca(?ure recommend ec? by Das Committee 
for nurposes of eownarism. 
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Cll) It Is antapad In tha despatch booK by 
nxacbar .yily (tha saraa nuwbar as in th« 
racelpt booh). (1£) A paon taKas the dak- 
with ri despatch boob to the clerks in tha 
of '"tea fop whom it is neant, <l?) Tha 
ciepb naiias a note of this In his rafaronca 
ragistar. 

Das Conalttae pecommandationst” 

(X) All dak should ba racelved (but no marked) 
by tha or in his absence by the next 

senior officer , * , , 

(£) The should enter only Important 

latt^sro In the Index Hester and discwitlnae 
the pfe'Cfipt r-a.^lster 

(3) Tha Indexed papers will also he entered 
In the File ^agister 

(4) The should rsarV. the capers to 

tie clerk concerned and send them on to the 

0 

<5) 'Tha dak should be seen by tha OS who 
should, look thpotigh it and note only on 
those papers in which he feels his persOTiel 

guidance is nacessary.,, He should 

then hand over the papers to the section 
heads or in some cases direct to tha clerks. 
(6) 'The sactim heads should decide wViat 
has tc be done on each paper.,,*,.. 

3ta|te4?lII, Old procedure. 

1, The papers comeback to the clerk. 


>» 


I. 


k- 

'ffc 


0y 

C'rf ^ 


Th© Clark anteps them in his »f©ranc« book. 


3, He sends the® to .th# for indexing. 


4* Tliid inddjDis sach issua sepat-atwly,, 

S, Tha '>,R,K, ratums the nspars to the clerJs 
6* Hie clerk glws the fair copy to the 

despatchar irfho sign for It in the dart’s 
reference hook. 

7, 'iha despatcher enters than in one of 
four rsgistars.,,. , . . 

Procadure under Das CoiniRittee Recoamanda- 
tions! 

The clerk should civs the fair copies 
to the desnatcher along vith the office copy. 

6.14, Tha rodpction of 7 stars in stage 
(1} brought abont in tba following 
TRannert- 

Abolition of recalnt pagister (unauthorised) 
with the ,3*R.r, (1 step). 

Abolition of rafarenee register with darks 
(1 step), 

Abolition of despatch book maintained, by 
S.R.K, (1 atar^). 

Readjustment of the flow of dak fror one 
official to snother till it reaches the 
dealing dark (4 steps) , 

6.15, A careful scrutiny of tha old procedure 
’-rould reveal that comnandad n central 
position in the flow of papa.fs In tha 

First Stage, He racalii?ed all papers In 
the first Instance and after making entries 
forwarded theip'to 0-,S, and through hlo to 
O.Cs., fk.D.M, md D.M, for orders, Ha it 
was who' after he 'had. received back papers 
froT« these officers through '0,8, onca again, 



forvar4ad the® on to t^ae danling darks, 

Tlnis VTss, clearly, defective procadiira, 

4 system for the smootb and quick flow of 
papers was to fca conceived In the shape of 
a chain in which no one ought to bo 
a central position gravitatlrif flow toward, 
itself rather than toward the and, 
should fiava iBm only a link in the chain, 

6.16, Under the changed procedure DM was to 

receive paj^irs who, after selecting those 
which deserved his personal attention, was 
to clract all papers to ..3, H,K, U,R,r,, would 
lEai’lc the papars and enter only "important 
papers" in tba Index Haglster and would then 
forward tham to, 0,6, 0,3,, on his turn, 

was to go through tho napars, -Ive his noting 
on imnortant lectern and forward thera to 
the Clarks concamed, through sectional 
haads, 

6.17. 'The systaa, as racomendod by Das 
Comrittaa looks da finitely more afficlant 
than the old, The presant study of Kanpur 
Collactorate, however, discloses that (1) 
'‘S.H.K, still continues to racaiva all letters 
with all its coisaquant implications for 
compile fttlng tha procedural (ii) though no 
clax'k maintains a reference register but in 
its place, hec^ds. of sactions raaintain a 
register for ths iaavstri«nt of papaps. Ciii) 
Receipt register and despatch book aaintained 
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ha’vtJ, however, bee»i discontlauecl 
'I’his !inef..ns thst instead of therti bssin*? a 
r«-’u,ctlon of 7 storis in stB?!e I, there has 
aetuslly occyrraO a reduction of only two 
steps, 

This failure to implsnent the recom- 
noadatlons Riay be sttrlbutad only partly 
to tie Inertia against launchinf* bold 
experiments anvisagin" procedural changes 
in the fanctioning of the admi'istrativa 
agencies. But snluly it is due to the 
snort coasings of the r ecoronendations. Uas 
Co.mlttea itself tool cognisance of the 
fact ’’that the Collector is generally a 
greatly over-worked officer, in some 

sriall districts" (Para 17, c’n. III) yet, 
in its recomBiendatlons for rationalising 
the procedure for the disposal of corres- 
pondence, It confers the duty of receiving 
and going through the daily dak on the 
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l«tters to clerks and 0, S* to see it any 
of the letters needed bis ’notings*. In 
contrast, under the old procedure only O.S, 
war to go through the entire daily dah, 

6*19, There can he 'no doubt that the 
procedure as conceived by Das Cormlttee 
wo« rational. But when it ce’re to allocation 
of functions under the revised procedure 
the racoipmendations of Das Conmlttae proved 
to be se 1 f-d a f eating. In order, therefore, 
to avoid the shc-rtconings noted above, 
following suggestions era fciadet- 

(1) 3xcapt for secret, confidential end 
demi-official correspondence which should 
be handlad by D,M*, C,f, snd not' the D*f-!, 
should receive all, dab, mark it and give, 
whara necessary, his notings, 

(2) Fro* 0,S, the papery im indexed, should 
be sent to Dy, ADM and Off leer s-ln-chrr res 
nr> indicated by the marking of the 0,S, 

(3) The dak from these officers should go 

back t'^ for indexing and distribution 

to the Sections/Offices. 

(4) The rest of the procedure should remain 
TOdlsturbed, 

6,90, The comparative advantages and dis- 
advantages of the Old Procedure, procedure 
recommended by Das .CoMnlttee and the 
sugf^^sted procedure are very wall brought 
out in the charts given in annexur® 4S, 
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6*21* In stag® (lii) the procadur® siigg«sta<3 

by Das Commit t«Q mrs professed to result 

In a savin? of six steps, whereas, actually 

it could lead to n saving of four steps 

only. The confusion arosii due to lumnlng 

up of t^Tae stuns under one In the Bvlsed 

^’"C'eodura, ‘'#11113 outlining the Old Procedura 

ufis Committee enumaratad three steps at 

the final stage of despatch as under i- 

1, Ihe clerk gives the frir copies to the 

despatchar, ■ ; . ■ . ■ 

2* The despatcher enters thaw in one of 
the ^otjr registers, 

n. Ho duspotohes the lattjrs* 

In the suggested procedura, hovievar, tiie 

committee Tantloned only one star, viz, 

(1) The clerk should give the fair copies 

to the denpntcher, , , , , But, surely, the 

flo-Bpntcher xtrill h??ve to enter them even 

n'"-.' in the register ^ind vill also hove to 

despatch them, 

6.22, ’^e revlnp of four steps was to be 
achle'wed Ir the following manner s- 
Abclition cf refarance bonk with the clerk 
(1 ntep}. , 

Despatch o-** tha latter to ■I,?.,!", and its 

retursi tc the dark ,*■*,, (3 st^ps), 

6.23, The present study raves, Is that tils 
jgspset of f'a.s Commlttea racomm.-mdations 
hfts been cemm lately impXenentao, 
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6,24, Structuralt i>n«5wlry Office*- One 
of the msin innovations s'Ufif'estad hy Das 
Co'^rittee was the estahllsh^ent cf an 
’incniry Of-^lce in the Collector ate s of 
so'^o of the main towns of the Stnte, The 
success of the %.qviiry Office, the Cotnmltte# 
con d«r>and««! entirely on tha nan 
chosen to ’nenana it, ”The ■nronet* qwalifl- 
catioris for tha .^^nquiry Clerk are wide 
experience in the Collactorate, the ability 
to rewain cheerful and plita under pressure 
and to wainttjin m attitude that the 
public is always right. He arnst enjoy tha 
ccnfldence of, his colleagues and , superiors, 

A cor.bination of these oualitlas will be 
except-ional ,,,,Tha selected Iran will be 
placed on the scale of i;?, If^-SCD and will, 
ba sides, gat s special pay of ti, 2?/- per 
month,.,.. 

Other r^^commendations of Das Cowmltte* 

In regard to the proper functioning of the 
^ncuiry Clerk way be sur.wad up as unders- 
ell The *ihpulry Clerk should be seated at 
one of the iisin entrances to the Collectorat« 
in a place easily accessible to persons 
coming froa outside, 

(2) A puch-button 'type -'Of in ter-corammlca- 
tion tal.aph';ne should be provided to hla 
with connections to mein wetiems of the 
Coltetorete, 

,(3) A stamp vendor- and a petition writer 
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should ba saated near him, 

(4) k conplalnt book and ' a petition box 
should ba maintnined by him, 

(H) should also keep t j^enerous supply 
of nnH-sj-Ieabie forms, 

f6' Ontsidu his booth a lar>ie black board 
shoiiiti be on which announcJiri^rits 

o'^"' in??edlace , general Interest to tha public 
should be chalked (not pHstad), 

(7) Ills ‘•'ain duty should be to tell people 
how to fulfil the object of thair visit 
to the Collactorate either by helping such 
a person directly or by obtaining infoma- 
tion ^rofa other sections ' thmugn the inter- 
co-WMnii cation tdl8*'h''-ne, 

(f) In case of lnfnr>^.*stlon n^^-t belriK 
In^mad lately avallfthle, he should encourage 
tha person to put In s request by filling 
In a form or filing an ant^ilcation, at the 
srme time, telling him that a ranly, in 
due course, vould b* sent to hint by post, 

(9) There may be cases in which tb'a Ihnuiry 
Clerk mlbht in his discretion feel it 
necessary for b member of the public to se® 
an officer or clerk. In that eventuality 
h« should arrange to give ttie person seekirif 
an interview a letter in the following fonsi* 

^ "T* ft 

# xt ® # a A « # 

Pleas® give en Interview to the bearer 

. ^inquiry Clerk,** 


Kri, 

hated 


» A 
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(Ki) In cas«s persons vJO’^sld like 

to call rack fo.r doaamentp or h« 

would sj;ran !26 to f^Xvb the^n a datts fif 
n?eoasar-y in con.si3lts.tloni with ot clejrk) 
by »?iiich tbe docmnents shonld ready. 

The d«t.^ o.icd riven ‘?honld re strictly 
aclier^d to, . ' \ 

r-,25, Das Cooi-'f-i ttee was awa?a of the failurt 
of' a si’^ilax exper-Jtjent oT sattins up an 
Inquiry •office triad so-rrj ti-'f'3 earlier 
in L'.jclanw uollactorata nainly tacausa It 
was not given sufficient facilitias, The 
woni'.',ltt-ja t’u-r.'ifore stressed that a 
”, . . . data rrilriad effort should be aade 
for its succwss atid any scags that arise 
in Its working must be ironed out,” The 
prasanfc study, however, brought to light 
that tTi® warning of tas CoaBiittwe in respect 
to the ■.'Mfiulry office was net givai sufficleo 
heed me* the seVieme as iiEploraerited at l-anpur 
i?nd Lwcfncw only reveals the apathy with 
which it h£*s been deal with, Aft'-ar about 
If years of their exittenco, i'^ter-communl- 
catlon c-avlcs has been ttstalllrhed rriither 
at hanpur nor at bucknow inqui |■■y Ofri''a;;, 
fhls has not only to a grent extrnt, 
n«, I Ilf led thedr utility, but has also 
reducec uhe ■Inquiry Clerks ns virtual ir.es- 
sangfc^rs, running frora one section to i^jncther. 



The tash of 'Sha Snqyiry Clerk at i anpur is 
raor-t arduous as various offices anv. sections 
vith which he has to deal a##’ tiered 
all over the place at rather inconvenient 
distances. '* new structure near the nain 
f-oll ietCT'ite entrance was 'set i:r, for the 
.nciulry ffflee f.t 1 anrur, while specific 
provision to hmise this office was raaoe 
at tucKOoe in th>;< uhw Gollectornte huildlnf^ 
recently crinstructeci, ^t both the places 
the structure of the builalng ana tha 
nccoffirnoohllon are in ari equate, f-omw of the 
officials personally intarvl'^wed at hucknow 
had a ctir, by describinK: their inquiry Office 
structure as something ilka a Iil class 
rullway booking counter. Than, thn non- 
Sal sab la forT.s, which ari dl=trihtited by 
the 'inquiry tferd, aro usually in short 
su'^ply and even if they u.th available with 
the Foraj Keeper, they era not expeditiously 
supplied against '.’Ihqulry Clerk’s ind-ints. 
Innumerable Inst^ne-'s vara nuotnrt when an 
Inquiry Clerk hiwself had to clinb up the 
stacks of the Fora Soon and pull out tha 
forin_s that were in grant denarid, 

6*26* The sluggish functioning of the 
inquiry Office can, to a certsio axt-ant, 
be justifiably attrlbiitao' to the half-hearted 
ir';ir»la;;r,ant&ilon of the schan?.® but there ware 
also soma short coinings Inherent in the 





details as chalkad out by £*as Comaittoe, For 
instancd, th® Coraiii vto-j fall?id to vlsuallsa 
all triy raouiplt ^-3 that 'vmT'S oa-ydyd to .mslf® 
th-B schaaa a, practical success, Hiu inquiry 
njark should hava atlaost pi*0¥id.4d 

■sh’Szn 5. TM-^m (at lualmn-y, a pa on has b^tsn 
r.r-ofll daily po-*tad at tha inquiry Offica) 
vr,.:>, ii za-j abaanco of in to r -e oaf mu ic fit ion 
t.ilaphonj;, would hava dam all tin rurmin^? 
anout, 'i'ha -laqulry ciarK, sanloi- and aging, 
wcul-i hwvo liwan spaXdd Troai und,ary,oing 
unnocassary physical stfaln, b^sld^s, ha 
wouici baan usually aviilabla at his 

seat, yhich ia not tha casa now* Orm can 
easily Iraagina the indi^nistion and dis- 
ap'oointftiant of wamfcars of tha public who 
go to tha fhoairy Office to allcit sor;a 
i3'*qent Infomstioni only to find out that tha 
"liumlvy ClaiV’s seat Is imoceupiecl* 

6,27, Sowa sugKastions to regulate the 
rnnctloning of the ^quiry Office in the 
Collectorate have been made In para 0,08 
(Xl a, b, c and d)'. In addition t:j them, 
soaia Kore suggestions are being ♦-sadis. They 
are as under s- ■ 

1* The inquiry Offic® should be sm’ficlently 
spacious to feccosifnodate a visitor’s rooa 
as well, so that such mm^hats of tiia public 
Who may have to wait for a recly to tneir 
query could be comfortably seated. 




6,28, Procjadaral-cois-StriictOTali- 
A., Copying Dapartnsanti 
Th«st? recorn^mdstlons ar© strtictural in 
cbaraetar "fent thay consld^ratsly affect 'tlis 
functioning of different sections in the 
Collactorate, Das Comwittaa* « racoraraandatlons 
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0,29, Prior to Das CoBsiittea tlw proeaciira 
for IssMlOf? corsl'iss vas f?nfj cormli- 

cnt-id. >van lo slr’^pla eases bs ^-my as 1C 
steoF war-^ Snvolyad, By r-3C07rr#ndlT!f 
rrovlsioo of typo-i^rlter? and %all point 
oens ’.jblch -wutd facilitate the issua of 
corles of lud^onts and statewents al'-'^ost 
l.O'red lately on demand, the Comffilttaa aimed 
to circumvent the l«n.^thy proceadlnpfs iritis tad 
by applications for copies, flccordin^ to 
the astimates natia by tha Comoittea, this 
’j^ould have ssveo ”6P par cant of tha 
Crlfrlnal Cooyin^ worb^ and ’'another 35 par 
cant” by rrape>rlnf; conlas of stntamants. 

6.30, ?ht present study, hovavar, ravaals 
tb8tt« 

(1) Hot all courts have baan provided -with 
type -isirl tars, 

(2) Ball nolnt pans ■were scantly suprlltd 
and tbst too for a short duration, 

(3) Hot all, court roadars know stanoi»raphy and 

(4) 2ven whare type writers have baan provldad 
copies to the applicants are issued not 
iKBied lately on dawand in the courts, but 
throuf^h dacocd Kaapors. 

6.31, Copying Departmant has of course bean 
abolished and copyists have bean distributed 
under Judicial Bacord Keapar and Eevanua 
Hacord Kaepar and 0,3, (At lanpur copyists 
assl«nifsc under 0,S, have been placed in 

the ganeral pool). ' A cony application 
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undfr procadwa, as racomr'?«ided fcy 

3a j? Comrsittaa, involves now only 6 steps 
in place of 16 staps. Tha savin.?? of 10 
st^r^s Tibs bean sffactad In the following 
r.r>nn<^Tt 

Abolition of eopylnf? dapartinant - 6 steps, 

Ppocadwral chanra landing to increase - 2 stw| 
in powers of the Record Kaanars. 

6,32, 'Thus, the action on the apnlic-.tion 
for a copy has I'-aan qwlckaoed nnci ?» raster 
piitllc convenience ensured. The objectives 
with ^Ich reforas were suggested have 
haen more or lar*^ fulfilled, , The type- 
writers, wharev?r fchay have bean provided 
In courts, hava increased the out-tnm of 
the maj^l st rates, the out-turn would incraasa 
further if hnowlad-i'e of tomography was to 
he mad© comnulsory for appointment as a 
court ‘•eader. It Is stressed, as suggested 
by Das Conrittee, that th ? afH'anta.se 
ensuing fror the use of type-writers for 
reducing the work connected with copying 
should be fully exploited, and the system 
of supplying hall point nens to ths court 
officials be restored. Two copies of 
judgwents^ in the case of acquittals and 
as "-any copies as accused in the c^ise of 
convieti?ms, should invariably he placed 
on y:»cord fop ispue on dj-manc (and whnre 
prascTlbed, after pnyrent of conying fee). 
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l^ls also asstaiss, n 
on« ^prllsh typa-wri 












th« mvimTntlm of Treasury straff with 
Ra’tf^nue of tho Collector at*;), the 

Cormitt-aa ?jlso prorOF?«td th*it - 

(I) '^/ary Dapartf^ant rtaalin®' wSth parsons 
vh^ hava to pay mmay narlodlealXy to tha 
Govarnrisnt, shonld Issue chalans in tripll- 
cnta with major and detailed heads and all 
the particulars duly filled In, to 
Intending denositors who would deposit 

the money direct in the State Eani< of 
India, : 

(II) For casual, depositors, tha departraant 
malting tha demand to arrange to receive 
payment In any form In '^hlch it was 
tendered, 

(III) In treasurle?, where the worlt was 
heavy one of th^^ Tre'^sury Head Clarks to 

design psted as Assistant Treasury Officer 
who would ha euthnrii^ad to pass hills 
up to ^,200/-, 

(iv) Payment of limit of pensions paid 
hy money orders to be raised from r-.^C/- to 
lE.100/-, 

Cv) Form BK 9 (prescribed in tha fcuU'^at 
manual) to be attached to tha bill with 
the dividing line perforated, 

(vl) Finance Department to t^ka steps to 
■^?-v--: the nuTiber of detalleo hen-’s cut down 
to th-i% relnlr^u*' necessary, 

(vll) Ihe Comnlsslcner for Pe- -rp^anl xalion 
to work out the details for another exneri* 



THisnt ^ainp' tySsrt m th« maeh.^nlzsstlon of 


T rts stjry 4rcomts. 



(xvlS) All bill passing 0 l«rl«rs In a Traaswry 
to be nngn Sided, 

Detailed rnlas regulating the 
conditions of service of the Treasury 
ministerial staff wier the new set up 
to fca fr:»ir.ed, 

(xix) Certain niiabar of posts of Treasury 
Officer in the cadre of ■ tie lf,P, -Flnsnc® 
and Accounts Service to fee reserved for 
being filled up by promotion from aciongst 
Treasury Head Clerks and Office Superlnten- . 
dents, 

6,34, 'I miiaber of reco'^nendatlons of Das 
Committee that were iraplemented ftroved 
to be beneficial,. The old systera of 
payment of money Into a treasury involved 
14 steps, and the payer had to go to at 
least three o-^flces before the money could 
be deposited. This cumbersome and in- 
convenient process has been ccmsiderably 
simplified and made easier by adopting Das 
Committee procedure, under which every 
department dealing with periodical receipts 
Issues chalans €uly filled in triplicate 
to Intending denositors and by authorising 
the State Bank to receive the money due 
on such chalans direct, This has positively 
resulted in cutting out all **passlng” work 
In the Troasury and warding off of a 
number* of peoole who thronged at the 
Treasury counter. Similarly, tha Tra^^sury 
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hss btoj cons3.d«frably rtliewd of th«* 
prasf»«re of worl< by tha impleraaotation of 
tha facorar.'dndation of tba Committ-is:s fallowing 
OHSiial dapositors liberty of tenclijjpl’ng 
monay in any fonr. 'thay da sirs* 

€*36« As was tha easa with tJia Report on 
teia Raorganir-ation of tha Collactorates, 
qnlta a nninbar of raconiKendations of the 
CoBiitltt*i® in respect of the Treasuries were 
not iiBpl=«f«ntsK'l, f^oRs of th»»n were really 
good, and they would haira dafinltaly strean-^ 
lined the Treasury fmctlonlng, ••Tha pro- 
cadiire, suggested by las Coramittae, in 
r~fgsrd to nayRant of pensions would have 
raductd the worl' load of the Treasury tn 
sooe extant and would have also saved the 
aged pensioners from a ' lot of botheration^ 
physical strain and loss of time* In a 
similar manner, rjduction In tha number of 
detailec- heads to tJrja minimun necessary for 
efficient budgeting andv abolition of a ntanber 
of the Treasury Forms would have brought 
great relief and eonveniance both for the 
Treasury st.aff and the members of public* 
Incidentally the present number of d3t''ll9d 
h9ad,s and the number of Treasury forms in 
extstanc-^ are 133 and 436 raspactivsly* 

6.36* 'Ixparlence, how-iver, has also shown 
that sore of the r ecoTsmandations of tli* 
Commit tee n-^ad to be reviewed. Thus fo.r 



( 13 ) 


instance, tha separation of the Treasury 
cadre fro^n the Col lac to”' ate has bad a 
tnnaful eff-ict and th.j ex:r3eT'lnent CKieds to 
he i»lven UT) l*'i;nedl/ taly, :T.nra so whan, 
on nceomt of ‘:'’yltifaT-ious devalopmantol 
activities, sphere and scope of th« 
Irer'snry have haan enlarged, CJons«quen.tly, 
its work load has shotm a consistent upward 
trend, Annaxure 46 would show emipar&tiv^ 
ficjures of tho worl dons at tha Kanpur 
"reasury in regard to a faw items during' 
tha ymr 1963-64, 1964-65, 1965-66. 

6,37, A deteilad analysis of the raeomaen- 
datlcsns of Das Comwlttee also rtvealtd 
that they ©xcliadad cartaln important 
aspects of tha Treasury administration. 

To cover up those daflciancles and also 
as an end® avowr to toning It up, following 
suggestions ora madas- 
(a) In order to provide for effective 
supervision over tha large Treasury staff 
8 definite span of control should he 
introduced, so that as far as possible, 
net nor® than 5 darks work under a 
supervisory officisl, 

<h) The treasury st^ff should he divided 
intO' dlatlnct categories given in anneirars 
47 ’.rith n Treasury Head Clark or Addl. 
Treasury Head Clerk/? in exclusive 
supervisory charge. The various sections 
should also ha allotted to the Senior 
■"r®83ury Officsr and tha Additional 
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'^raaswy 0ffie«fs (2 in Kanpur) as gl¥i« 

In a!in<«xur® 4B« 

Cc) Ont of tha major work loiiid of tha 
Traasury or tho Sub-Traasury rtlates to 
dlstursamant of pansions. There vara 
3019, 3354 and 3967 civil and military 
panclontrs attachad to tho Kanpur Trar^surj 
In «it year 1963-64, 1964-65, 1966-66. 
''■’hlla pensioners era axpected fco visit 
tha Treasury by rotation. It is not 
a practical pronositlcn to enforce this 
arranp^ament and ower-cro^<i»dSnf» of pensicnei 
on sov© days in n month cannot be, avoided, 
To precludt this and .©Iso to mltlgRte 
”coBinlalnt5 of delays and rude traatrent** 
it is suf^estad that It should bo made 
obligatory on the pensioners, both of 
the ftats and of lovernmant of India, to 
receive payirant of pensions frorr. tha 
nearest disbursing office of the depart- 
ment (if it exists In the town the 

pensioners reside) from which they 
retired as in the case of Postal ©apartr.ai 
Tha nensioner, being known in his own 
office, would not only receive cmireous 
and exnedltlnus traatment from his 
erstwhile colleeguas but he ’.jotild also 
be savad of undergoing the rigours of 
certain formalities such as thosa of 
identification etc. In cas^j this is not 
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acctpts'.'ble, peya^nt I’l cash or cbaqua at 
the tr^as’jry itsalf should hd introduced 
in &11 cases (es is being dona in the C!;se 
of pasT^ento below l!r»100/- p*m*) The aged 
pensioner would thus fc® able to avoid the 
rigours involved in obtaining the p^tgion 
after alnost a day long chase. Mnexura 
49 gives the prcedura which a pensioner 
has to follow before he gets his 
As far as the ’Military penslfsiers are 
concerned, the system prevailing in Pwijab 
vig, dlsburses?ent through post offices 
should be adopted. 

(d) Under the ganaral policy of the Govern- 
ment, almost all the Treasuries and Sub- 
Treasurlas have Income banking, 'Aile 
this has undoubtedly .taken shape in terns 
of the country’s over all economic system, 
one important administrative asp.ect csainot 
be lost sight of, the bank employees, in 
general, are one of the most indiscipllned 
lot and the aslady of this Indiscipline 
Is contagious and fast spreading, Banks 
which once used to be models of efficiency, 
promptness and courtesy have now been 
converted into black spots of Ineffieiancy, 
eallcusness' and delay. There should, 
therms fore, be a let- uo in introducing 
banking system. In fact, for meeting 
emergencies, the p^revlous system of treating 
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the Treasuries and Suh-Traasurlas' as non- 
bankini£» should be reintroduced , 

(a) There should be norms laid down for all 
the work dme in the Tre sury and the worl, 
measuremant should accordingly be done. 

Only that much of work load be assigned to 
an individual official, which can be flnisi'ied 
in a day, for in stance, the clerks concerned 
should be assi'gned such number of Treasury 
chalims which- can be processed ®id delivered 
back the same day. At nresent at Kanpur 
normally It takes about two to three days 
before this happens, 

(f) Public cont'^ct with the officials of 
Treasury -should be only at the counters wl'iich 
should be provided for all the officials. 

This would result in avoidance of confusion 
and would minimise chances of corruption, 

Cg) Specific service condition rules for 
the Treasury staff should immediately be 
finalised. The matter has been pending with 
the Govammant since long. The rules should 
lay down specific procedure of racruitsssnt, 
training, promotion etc, ^^ithin the existing 
frnmework of personnel manp. vement in the 
Collecto'-ste, 

(h) Periodical and surrrlsa inspection of the 
Treasury staff should be done by tho officers 
At present, there is 'no ouch systen In vogue. 
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slioyld al£!0 b# consld'drad for appolntmant 
as Troasory Offlcars. in a slightly larger 
percentage not axx;®acilng S5* In a similar 
manner, the Treasury Officers should ba 
considered eligible for appointment in the 
facretariat in the Finance Department Ju»t 
as It happens in the case of Class 1 
Accounts Officers and Senior Accounts 
Officers, Avenues should also he opened 
for tile appointment of Treasury Officers 
and officials to such offices as 'Ixasiiner, 
Local B'unii Accounts and Public Sector 
Undertakings, 

C;|5 The system of having Oovt, treasurers 
commission basis seems out-mod. ad, 
wuld be safer and cheaper to have a 
treasurer on a salary basis as in the 
erstiihile Tabrl 0arh¥8l 5tata, now District 
Tehrl Oarhwal of tJ,P, 

(k) The name "money tester" Is a 'T*i?>,noraer 
now. If the recommendation ffi,Ede in Cj) is 
aeeeptad, th|.a«’functionary would also go 
or be raergsd redesignated with the wst 
of the Treasury st.sff. 

Cl) ’’fe examined the tremendous pressure 
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Ife hours a day between March 21 a«cl r?l. 

This year, at Kanpur bills to the tme of 
about 13 crores ware passed during this 
period. This is primarily dm to receipt 
of late sanctJ'^ns from Oo^emment or the 
Heads of Dspartaants, Besides, causing 
considerable strain on the staff, the 
public, the Accountant General, tnd the. 
Bank, this also enhances chances of 
undetsctad forgery #r misappropriation. 

Firm directions' should therefore issue 
that no sjsactlons ■whatsoei'er would issue 
after March 15 and bills not presented 
before March 2'S at the Treasury, would not 
b® entertaindci save-in exceptional 
circumsttnees, (This is, of course, subject 
to tha continuance of the present financial 
year from April 1 to March 31). 


OKATTm Yll 

CONCLUSION 


Tha r.K* Das Cotnnltt 0 G r.iport, ss irapla- 
n j'ntad, has I'-san tha starting point for this 
ttijdy rnd throughout no changas h?“V8 ha-iin 
gaggijstad for tha saVa of on-3 but only vhen 
it was found that the ri-coanandattons of 
the Pn« Cow”"ltt9e failed to attain 

the- ohieetlx^s, have be^n found to he 
Irpractlcabia or otherwise inadequate 
in tha present context, 

7.02, Broadly spaaKing, the conclusions are 
based on tha prasuppositions; 

(a) That while procedures are important 
In eliminating delays, the quality of sen 
behind the counter and the convwiience of 
the man in front of It 1$ far mere irmortant 
then Kara procidures, 

(b) Tli^tt wbila coBia of the economy in 
expenditure Is necessary, it is about time 
yi-::t emphasis is also plJictad on incroasin:? 
efficiency, responsiveness and honesty, 

7.03, The main ra commend a tlonn cnuld be 
categorised under th'i follow1n»' heads* 


Ca' 

Adm 

inl5tratl'’.Te 


rtr 

i*w ,•» "I 

■■ M W ■-■ V-.. V ’jj- j|j 

Cc) 

Me-'-, 

•^•gerial. 

(il) 

Proc-’idural. 

(b) 

'•'i <s 

#' - * 4 - ikP 

cellaneatis. 




7*C4* The rtcoRtnondatlons In r^gErc! to all 
the above catastorlas have been madii In 
fiet"'!! in variotas; chkptBTs of thljs report, 
Ttcvaver, tha, main. r:-*eo!!:n#«ndBtJons ara herwin 
bsiniP' recap! tala tad, 

T.Cfi, /.dDlnlstratlvei- 

( ix] •■'Cicrul W-ant to tha Collactorata 
«8r%'ica sbotild be thrown opan to th® wioar 
market and shcnld not la confin-.d to the 
nosiiraas of the ’^.plcyment 'l>:chf;ne'a only, 
under a of central recrni tmant 

co^’oring the Collsctornta and all tha 
oV~:fiT Fuborc’lnata office? Ilka Planning, 
Pationlnt^, "’upnly. Civil Befanca, llactlon ®tc 

fbl Intermediate should ba made the basic 
aducaticual qualification for -an taring into 
service in the Collactoxste, Fncvlecig® of 
type«vrS ting and stenography rhi^uld b© made 
corpulsory and the pay scelar shoulc >'© 
kept at par with their counterparts In 
the fecpetarlsp, 

(c? An cpenlnr for the ironotton of the 
Treasury Head Clark, Office Pupa r in tend ent 
end f t^nographer phoiild be provided in the 
fecretarlat, Board of Bavcnuo or in the 
offices of the Examiner, local fund Accounts, 
Pi rector of '"rsastiry nr In the public sector 
nndertnklnrs under the Cf'n trol of th« State 
n-ovs reran t, 

Cd) A fixed percentage of executive jobs 
like those of fjtitssgo and 'Jf.alb Tahslldet 
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chotild b'i kt3pt rtsarv^jd for r^craitment 
froz a/ionf th'.i Collectorgta officials, 

(e) ^!o^a avanuas for promotion of tha 
officarE anil offlcisls of th^ Trawsury 
Eh rule h-.r. Tiro'll d at; sMch f»s prorrmtion 
of "’raasury 'laad Clarks as u.l.Os. jind 
I.'''*-. Ill larrrsr niORba? and sonointraant of 
"^raaisuiy Ofricars l-i tha S^scr itarie I in 
lh;3 '.Flaanoa Dapartman t, Cla;?« I Accounts 
anl fonSor nceonnts Officars ate, 

(f^ ago of r'^tiraw-jnt cf Collactorati 
DffiC'ials should h.3 as 5S '.mless 

th-rr'^ fs so.^athlnr against thoir:, Ths 
prasint of exsnjn''nr ch?^ractsr rolls 

of the Gfricials with fcha intcnilon of 

tbay should contlnua 
in si !•'■!? ic:? aftar sttainlnp tha of Cf) 
yaor,' should he olvan up, 

Cg) aorsis of work should ha worled cut 
for aiffarant offlcS?>ls with b. -view to 
deterwinlng existing raqui ra-ren ts and 
future growth, 

(h) Dac 31 trail sation of adi^inistratlva 
snd ficanclal powers besides dalafatlon 
of Euthority should ho *?sd-3 ?o as to 
lighten the district Officer* s burden, 
fliers should- raadjustirent an;! realXocs- 
ticn cf duties between tha Collector and 
the Addltieonl Collector, Additional 
Co*^. lac tor and f.Cs,, and O.C?, and 0,B/ 
Seeticnal heads, Pefillocf-tlon of duties 
between offiei&ls should be on » f 
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basis as sugg^rted in tb':^ body of this 

I'cipcirb, 

(i) T€itporar>' posts and tiilr.pdrary 
bands shoisic not bs allow^id to last 
beyond a n:w<i rieriod, say three years, 

Th*3r€ shoulc. ba a daTinlte syst-ssr of 
pinranancy of posts and ccnf j iTi^-tjon 
atminnt parir.m'jiRt posts, 

7,C6, r-tructarals- 

Ca) Collactor* ? Co'npj Office -shoald fca 
coK-ple taly rs-organizad &nd rationalised, 

A tpirettod personal Assistant to Collecr.or 
-sbonlc ba ..ip-toint-iHl, Ha shonld ha 
asslvtsd by n rapber tnC ,ii dark, 

(b) Intar-conr.'unicptlon systsT. should 
be iutrouucjd KO n$. to lint Collector’s 
personal ox'Tice with A.D.Hs,, O,':',, 

■Inquiry Cfflc® and linting up of -Inciuiry 
Office '(^ibh otiier important sections of 
the Collecfcorata, 

(c) l,-..li«i«printer line should be 
lnst?tllef3 in the Collector’s Coep Office 
for us© by ail the Htato Departments, 

(d) The systow of treating employees 
of Tx*easury as 8 separate cadre pbculd 

ba given up and as baf ora there ohould be 

an interchanpaabili ty of strff batvoan 

■■treasury and other strff of the Collactorate 
(a) The Traasufy staff «^bould b« 

divJdad into distinct cataporleK with a 
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to attract proper talint; and 
ty rroofsIOK thw up throusth a 
in4.s®rvlc@ training, Tha Offl 
7 rain Inf .rchool should tharaforsJ bar 
rpvJvad. ?h«s» proposals should m 
th® suT'ply to th#' Cellar tor stas of prop# 
raerultsd and trained supervisory -staff- 
uninhibi ted .'.by th« old pathods and ' 


r r t« , ba twean u 
r«p&rt»ent, Colltctorate and Planning 
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D«partm«nit, Col3»ctoret^ ana otlier Dwvftlop- 
martt Dap?^rt!!i5jnts with rdspect to aettars 
in wh.1ch final doc-lslon har to b® takwa 
by tha Collsctop* 

(t) The secj^starlat noting ryftet. should 
la aborted in the Col lac tor-? tar as well, 
SlfTllarly, In the Tchsils also regular 
riling syptetTi should he adootad, 

(c) Thera should he acre sSmpllfidd system 
of dlspcsal end despatch of lattersf as 
discussed at length In paras 6,13 to 6,22 
and also In the chtrt given as anneimre 45, 

Cd) Devi sing of uniform pro formas for 
ashing various appllc' tlons. e.g, apnllca- 
tlons for firs eras, old age p«nsion| loans, 
allotment of lend, nermlts under the Soost 
Control Order, special' oarml ts for denatured 
Rolrlt, exemption fror -Sn tertelnment lax etc, 
(s) ilheral supply of nm-saleahle 
forms should he avail this %.?lth the ■’hpuiry 
Office which should also ha cultahly 
pe-organlsed in terms of a»»nltlas to public. 
7,09, ' ’^Iscellatieousi- 

(a) Old and decrepit Collectorats prerisea 
should be given up as early cs possible 
and in their place modern buildings with 
due provision for light, air and sanitation 
and temperature 'control should put up. 

In cnm where this Is not possib'le, old 
tulldings should be renovated and exteasiv#l| 
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F3»8ST{fe «solTO«nta (a) fay 8s.*, l.A, li*. 

(«) Hotis® aiUowaSKNi* # « #•••♦ 

Dft^® of jo 3nto (t CoX3.o@t»ox‘a'l>o, ‘ 
Bat« of voxiciiie in proMBEte oapa«lty. 


fjrwioffla oapoplojioo 

(a) aasifaasfsts litliJ aairinj OollaaiJoriilo aonrloo, 


(o) froaottc^a oupnodi ioxlng Oollootorato soarrleo vAMi y&g/m. 
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1, Is tim 3o«lit»£i Bichsi^s tbs mly officii teia 
rsi^asibls toward tbs fttastlons ot tbs asotlo«; 

Ibn/ab. 

2m It ao, i^at is ths memm!' la wbisb r«fl|X»ijd.bllltiS8 
idtbla tbs seetloa srs diridsd bstusta dlfCwysat 
psrgCHis? 

3* If 2 P«s, wmld you faToar for grs*tsr sffloljswMsy 
aoro sp^edj diaposa*!. of i-iorb, gcaae systos by i^lob 
reapon sib tilt iss aaj bo shared bstvssa a fsw ©fSUdiigf 
I«a/So, 

4* If yan, am you mmu araggsetioas? 

5^ i3 ths awbor of offioiatia ovsr wfeish ywa ssivsiss 
aK^srotaory ooatrol?, . 

ihisi'bso^* • « « • 41 • • « • • 

€• Hadsr ths prsaMOt systsa do ym sxsrciss sffssti'rs 
•ipsTfisioa mwt ths offisials la your iS^«t Isa/Ib. 

f* Bo yott thlak that Ibis msafesr abuadLd bs rsdtissd t» 
mr 9 sflPsofeirs mpmvts&mS Mw/Wtm' 

S. If yssf i^ats lbs aoribsr. 

^habsr^ • D • D HI • Hi • • 41 

«. 4rs sifi,iar eisslcs <s) aPLlottsd origte* mxk oaCty or 
(b) thsy do sspsTflffton of w>rlc of 3bolor Clsoeks alsot 
(lioass aatic ), 

Mm .1^ thm ibssaos of pjpsrsiaioa by soaior olstks do 
Joalor Clsaics dsal dirsetly lAth ths O.S.t laa/Wam 
SSm It yss, do yod thihlc O.S, eau i|>ars saough tlas to dsai 
ddrsetly ^tb tbs Joalor ClsadeSI lE*a/lo, 

13. If m, do ytm ■«iiak Jmior Clsrks as ad no gatt^pws f#&d 
caa do tbs work watrustsd to ths« indsfWBdSBtly gad 
slfiolsatlyt Iss/lfat* 
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13. Xf no* ym fsal iaolia«il to agreo idtli tlM 

rQeoi»eadati<»» Hacio by I^o Comltt©© tbajfe «Cad8a? tk# 

0.3, etali ba a naabar dt Soaior Glosko iito MoxHd o^cdi 
fe#r« Jbate* Clarfco wridag ae^tes? tbeo^ X6c/3b* 

|,4» Xf tba abor® x«oom«adatioa bas hem 2£|ileaaQtod ilMd 
raaRjOtta bare aaaaa^ lg^rovcM«it In dlat^XInti/liieroiuia 
in eat»tiOT c€ taosir. per «a«lV^IC 5 >por 6 oast in qaality 
of wayVib algaiflecgit dhi^sga, (3?leajie nia* )• 

15. Us ytm tbfel: t-fest your section femtiona at Etodtaaoi 
posfflbla mttidLmeyi 

IS, If no, thsai ia it iua to aboeRoo or Staprepm* MvldLm 
of reG|miilbllil>i«e/proe«dkreA^^ of oocsrdtiadfeioii 
bofcaaaa your aootion liil otbar aootdoiia ultli ym 
are brought in iKwst^V^y otlwBe? (Wlrntm mtdk )* 

17* Jfbat prooe^re is fbll<maitn *wiaror*» fSewe noiremnt of 
paper# by tbo anpemriaory staff (oOi), 

13*. I4bab ayipoeta of tbo «xi#ti^ lu^oedkro fbr do^atdh of 
bnsiB«HB# So yon tbIidE:, emm SeXay or InadRilfidhoM^ 

It* law- beat em.' they be oorreeteS? 

26, f#i8fecir» are r»spnnalbl« for Xifik of 5jB.t««*sflfOtiiwMil ; 
'i»i03PSlaatliHit 

SI, i#0wl4 yon, la tbi# ^aantesst) oonsiSw l ocation of 

SifffluwHt seotiona a alfuificant factor iaflneneiag tbe 
Iwel extmt o.f ooordlQation? Ipa/lfo, 
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SiS, Cm yoa *«i&® 0»»e aoggastioas to iiq^To tfe® digx«.» of 
coor<SlT»atloaf 

2 . 

3 , 

4 , ' 

5 , 

33, 00'^# yror siaetS.ao. co»a !?• ^Twt (*f«tect wttfe tl»# 
piiblic? ^‘>•4/%,. 

24. 15tt T^aat ojfsacity aoae th® pafellc cace to tfe# sootlosf 

ot-licrt (ple®fi» n&lk ) 

25, slhat i0 fh® »«tooa folltn^oi la 4i»tii*ctljof tfce ptfeli* 

aotioa t^mn. m V^»ir iippliostlofti/ipatltioao 
paisiaialag f em0ii^mT 

otfaac?' 

3i. Cm jfOttT aeotioa -Mlt& t'ae d®«»94« oft}^ pd^lis 
fiJlly by lt*«lf/pa3eti«13.3/®*‘ is ©aiJT SS fiiloEBaitodiato 
llald (fleaa# aa?*k ). 

2f« IfJbat i® tba aatmra of xolatloagli^ i#.tb ot'aoo osNvtiwttii/ 
otiiar o£f&<i9«/lia|»0^ 

33. Do yoa bicra to dapm4 m oth«r saiitloits for tbolr 
doolatoa#? Tot/lfb/Sowstla®#? 

3f, So ymi tMa% tbtt tbo pablio i® Batiafiad i»ite tb* 
ftoetloniaf of ymr s«-rttoB? Tory ai^iofloVssi^isiis^^ 
diooatioflo^/Twy dissaiti»fl«<|/Coa*t acyt (lloaao 
otriko off tho Irrolos^t), 

30. If dlesatisflodi^ do ytm tblak it is beoais® of tk# 

osiating gyat« of coordinstloa bet-jeoa yerar iwtotim 
ifii otfeero m boeaps© tb® iatoraal fcactioaiag of yarat 
O'sia gootlon, (KLoas® ®srtE: ), 

31. If pjblio to fiasitifflfied by tho ftoetioiiiiig off jmat 



Ssotlm otiMir tlun bdknaMKBi 

Atfmrm% Motioaa om yoa attrfiwfc# it tot {Vlikam 
oonmorato). 

!• 

2 , 

3. 

4, 

5 * 

32, itio«3tiires oxiat mdos? tbs proswat wvt to do 

oj^oiaat uorkt Om^tei&tloi^jab swoarStj^frmotioi/ 

1biorma3ta^va?d»«easV'^^&^®^*^ ^Itscro eoMO to 

%o ngiff-Sad as iaoratira aaaigmoati/jiy otinr* (Hohm 
moylc )• 

33, laJ3 ba# fawarad prosotloa by goateity ta 

place of sarit^ laa it bom iB^lenmtodf Xoa/lo* 

34, If yos» bow bits it affoetaii effieSoooyt 

35, ijhat: wald be tbe effeet if tbe age of xwtlreawnt of 
parsons bj^lag lo^g ^ reeord of effioimt sM wsrltorioiu 
mBTriiom is oxtmdod or they aro glvm rs mfloyiMSKtt 

H« lo yoa ttislc ths^ the preomt pay glwaotiiro satisfLoo 
the (Jrlterim of . »:?ay aooo»iiiig to vealk*f ISw/lb* 

37, What is the effeoi of exist £ 0 ^; iaeeatlves sad pigr 
\ steictare oa the MoraPLe? 

38 , What are the types of la^aoet Bolay/lasiafoordlaatiim/ 
hrlhery/eshesaleaieBt/ipy other, (B.oa«o mtfh ), 
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39m 5l(wl<i ym accoimt $mh to the iii«d«tp«sy/ef 

iaceatS-rei/ocemmic otx^ms/laist of tn^alhg/generia. 
decay in daty-.couaiottaao03? (Plaaoo Mggk ), 

40* ■■Jhat ad*® tho tj'paa of <iiaQtplia«ry pcrocooifiisgg ia«lilfeu> 
tod agaflast "^e offtciatl coocdts lapses at defipltig 

4JU ih.at iiOtion do ^tsvt/cm jou tjco agaSasfe yacr 
auboTflinatcs? Wo'fLd you aafea gj^ij auggostioorf? 

42* Do ym tl^alc th^ the puaishaeat given is geaestelly 
logtifled sfid eoxrmift Xes/^m 

42, If ao, eaji yoa cite & cai^ vbm paaiafe««afe glvea wm 
either teo heavy ev too aSl# 

44, #»at factors do yaa th 'laic influence the Judgaeat? Bias 
of the asc^llnayy aP^thority/outi^ iaterfareaee 
a»d presante, 

45, Ho you tMnfc 'that gi^eer41ioa*y offloers ega ploy sw*!* 
rol,® la Is^roving th® efficiency md halldli^ «p tiie 
Moral# of eaployeaa? 

46, If yes, Iioii? 

4T, Ho you oonsider the psoviadfM of the fellowlag e# 
adequate? (a) (b) Stationery (ley out) 

(Flease aseh - ), 
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4S, By |>ir<K>es 0 you raoxuitodt? Boaoenoodatiai^ 
CoiflpdtltjLou. (Fldase a«rk )• 

49, Dls you k&v'o prior iraioing ia OoU^torate uozIe? 

50, Sad you ®»ogkt a ^ofo ®lB®sifaair« bejpore jloialag 
Conaotorata? laa/^* 

51, How would you rata your prosant Job in eowpariaoti to 
otbar Job» wSiiub you eonild hsfra aeourod? WLgh/low 
(Ploaaa atrlka off tRiiob doaa aot epply)# 

32, If lowf ju raspaots? 

( 1 ) GauaraL olimato ia tha off lea, 

(a) Attitude of Soaiora, 

(b) Attitude of Juaiora, 

(H) Jfioltaiiaitta 

(ili) Soolal x^i^aat eectw^dnylBg the Job, 

(£v) My otbar (KLaase mgick }, 

53, 'Mifi ara tha staff welfare faoilitiea aaciet 'la 

tba Collaborate? (H.ease aerk ) agataat those wfeleb 
are ia ezistease a»d aleo the year glaee uhea tlMiy are 
ia azietaaoe, 

(i) OooperatiTO society for offleiiile (fear,. 

(Si) Cooperative Houfllag Scheaie {I*ar., 

(Idi) Medical frfsiiitlaB (fear,,,*,*,,,#,,) 

(a) Coiigultatioa 

(b) Dispeuee^ 

(o) 3£^ia.y ef aediciae 

(d) ?iait of »<iici^ Officer at base ia eaiw of 
serious IHneiast, 

(ir) Facilities for iwreatioa 

(a) SiPes & %>ort8 

(b) MaAs^ 

(e) f iffla local 


4^1 


(▼) MucationaS* faailitiss (I»air 

(t-I) ,%\j other 

54* Uo , 5 m look far goia© change T»3T oupwer? lii/lfe* 

55. IT yosj aT 0 the raaaooa? Hoase antwerate, 

1 . 

2 . ;■ 

; 3 . 

56. If ao, Is It teogsis® ym aye h^py hwii/? Tes/li# 

5f , ’ihat is the ntfflbts* of parsons who left job la ?oay 

Section -luidag^ tfe® last three years? 

(&}^ Stober of ■persons hsriag left oa tbetr ewi aoeerd. 

ffuaibiop.,,,.,*.,. 

(b) %ml»r of persona ’Jiose seenriee® were dli^jeased 
«ith on groaad® of geaersl noa^saiiilbllity, 

(c) Htasber- 0f -psysona i^ioae aerrtcos were dtepemswid 
with as a'rssolt of aowe dise^llaary aetioB. 

^bnsber. • • . . • . 

58, Mh^t is the^aaniber of registers madataiaed for 
rseoraia^ InoomSag jgidl oatgoli^ papers!? 

w 

5f, Does the ntwber of reglgtera «aiatai*»Ki tar vmat^ag 
lno«»9ing spi oTitgolag papers Jadloat® adstrmst apd 
Mil lntt|ytiy«(? say. 

®D* OaP the ncrabar of snob reslaters be reseed? lea/lo/ 
0<#*t say* 

il« In thin emineetiim Daes Oonaittee bad reocsmectded tbait 
•tndes: isid file r«^lstwrs a&oold be nalata|.aod 1« ttie 
Beeord loo» only, Despajtcb register rftonsld be 
aaintadned by tbs Despatcber 1*10 rftoald wdkIe la tbe 
JJasaTat, Index md File registers and i»ee%t gad 


■-*|U 

SNii|»#oM rigist«ps of aU Mass iB«^«3jioa idaoi|i«r« 
thrmghmk tho Co3i«etarat«» ilioald b« ajboliiiboi* * Mm 
tliio 7flK»maid«tii»a l»om ia|}l«Boat(i4R? 

(!foar of laqpdLoKoatatim 

63« Xf |»«rtS.iPLl 3 r, in mipocts tliln reoi»BHMayi»i«i imhI 
hmm 

<3. Xf m% ilifti airo tlio proMons inirolvod in %Tm 

of mmmm 9 rm^pt and Soapatch rogistaro of aXl Hud*, 
sialat^od ttoongtsont tli« OoUootonatot 

Hm do ym ^Ma fb.oj Tsa&p in fixing roopmslblXibsr* 
aatauiv'ats otli«^ poroblisa, if mf) 

i» 

3. 

4 . 

iS, Gap ym of oortnia ^heros in ijkiola. Goliootov gig^ 

dologato Ms nolle to Ms sobordina^oi^ 

66, If 7*®, pl®afl8 iadioato the s^^eapes* 

1 * ^ ^ ^ 

8.. > : 

iL ^ ^ ' 

4 # : 

if« Bo ym VedM miek^ nonld enooerago lalliis|)tfn mA 

also aaaixre grater ooatsrol ta Collaetovt lon/li. 
iftx tfhfit reneiiil. iiM»asnr«s noMi ym si%geat la eaiOi immiaiod 
potwr of Ooliootor^e ait»ardlnat« tends to he dbciso^^ 
nithdraeal of powsare greate^^aptioa against the officer/ 
ipy other, (flease aaJPk )* 
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68. So jott thMc pasraoial confenot be^ueoa Collaotor cpd 
In-o&arge of offieas olex^s ctft be effeeii^ «0 « 
prwentiTe to dsne® of pouep^t Ie(^!®»/C^*t seT^ 

68« lo TCKi thirik i^a^ei^Mteats £br llgitt/«lr 

elegoISjsess or tes^eratwe ainitiriteaciai In tbe offl«egt 
Te^%. 

TO. So yoa agree that the Miee oeoaeioaedi by the enMdJag 
of aiw^ers of the p*&llo ia the ColleotoratefOffleee 
csBaies !l» 0 a of effioSeaoy? 15es/l»« 

71. Cm thie problee be aolve^nltig&ted by eettijQiE vsf^ m 
Tatcfiiry Offfioe m eagg&atM by Saee Smmltte#? 
Fertially. . ; 

78. If yes, yhafi fbuctloa® MEmW you allot to the ]te(|iSry 
Office. 


73* Mh«t seasores mat., be t^en to easur# Stg mmth 
fOttetioalog? (Hease aauoarato). 

1 # 

. ■ ■ 8 # ' ■ 

4 * ■ ' 



74. If flP iftcjilry e#fflco ^raa<3y exists %6iat ooMegEttg 8o 
you here to ajce r(^ar<iing 3ta role la choehisg iioi»a 
In the offices aPd affbi^iing aore coareaieaee to *«®aiari 
of the publlct (Fleajse ij-co give the yesjr of aettiaiS 
of the iii<|Jlry Off lc©.(Iegr,.. 

75* jpr© you satluflod with Sts fteotifflaiagf las/i»* 

7S* If ao, sihat swggestion# w^uld you mSm to iajpiwre Its 
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worttiagt 

1. 

3* 

4* 


T7. Hfltf# t|j« lood. Bodies CElark apd foi#a jsp«« Iwia 
widfT the ‘ItteolioB Head 
f8# Has J.I.E. h#«s pat- tader H.S.I!’, t I»n^S »0 
ft* Hi pertoiie^ »*»iTeii« Miced tuxr by v^loij# deptfrtno^p 
disfcTir'b ipd dislocate the nonsal fbnotionijag of 
Oolleetorateif lea/Sb, 

80* jfjtyffoxteately bow aaay "advea* the OoHeetiMPate 
Is lisfr<(Stv«d dtarlag sae yiarf 

Hiinbflra *••*•*»•* 

jgspp&xiB&tm nvsOtee of 'days lost.,*. 

81* SFo Sriros for solicitation, of cmbsorilpttoas lasmi»dt 

WH». 

82* So ym tMob tb# la addition to loss of iMOKtiBf tiaw 
tbeiHi drivoa «aeoaraS« Tsstod interest and pnmmm 
groiiqp^g? Ms/Wo 0 

83* <MLd ym a&fm tb&t these driTos be eMlislMii altofe* 
then '2ea/Ss>*; {flaaswi specify oiupts in ym 
ymld ISkm to mabe exceptions)* 

; : ^ ■ 

3. 

3* 

4* 

' ; \ v 

: 84* HMs is the mmhar of retnms ssbnitted by yMC SNeitiaK 
*0: « yesrt / ; ^ ^ 
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S5. th® itaribar of rotamg sabwittioij hy yam Soetian 
!3®<sn r®(Sac«(i in tijo light of l}«taa Ckwaitfeoo Itapwt. 
tww/lbm 

86* If isliiit wm tho noB'bos' of rateaa# saimittod l»y 

jBuxt 

BaiJor*.*..***** 

87. Siaoe -Jiea is th© pr.saont proa0<t3ro for th* <ili^o©itl 
of sorreapoti.laHca followsiJ? CTti53?.**.****t *##) 

(Pl.®a,3© epeol ty th© jaar). 

83. Is tfe© s^stM satiafsrtory fro® ths point of rimi of 
spea<lj tisid officloat dagotitt^t of 'bufAnogs? TsV'**^* 

8?. If no, haT© you (gij to w^jctit 

!• 

2. 

». 

A* 

5. 

to. l3 rsoomondiod hy Bcyss Coostitteo &■» tinrso tviQr 
s:.T»tcra-o*ie ©aoh ftor * 1 = 1 * *0tit» ©pA ♦paadSag* 
passers inti>©iii®«Klf la^/’llo, 
ft* If yo% siaco idisaf 

9% Has tho lAair^ at ths ha^. of tH« offioi&Is 1»««a t||£«s 
s’JSSf? lea/^* 

®i« If J©«# since i^«a (Toscr...*-*..*..) 

84. has bsm the e.ffeot of thaiiAiirodaotlom qf three 
trsf syshe®? 

(3) S<i^«r ieapateh of l»ag?ji*s®, " ;■. , 

(ii) Jiare effsottTo tmtrol. {Flease wsrfe )• ' * ' 
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IS* is tliS' ptoe0dtaafm fHiUmmd if sons smi eimm mi 
takg tor a oopy of s«m iooonsali? 


IS* |}8yi6 Csnsittss had suggsstsd i^litioa ot Qopyi^ 
Dspaii-'tnsat along with that pIaBS»<MLt of iirss 
Oopjrists mdcr tho limmm Eseord Ktspsry «his nadir ths 
JhiioiiiL Booi^d Ssipsr, iiio nadir ths for 

dcNirtsy ^ns ia Tahsil ^d mo in rommrro m&ot tlm B.f. 
if* iisi %.i» bs«a dots? 

IB* If parUjf iw* #iloh sadfean'lf 

UCa) *3^0 amid dslsr* nonld 70 n appe&ro thilb (if %s tJOors 
lewnnmndatioa has h^a iaplsnsiilsd) Bieord Xespsr 
iteild hi SD^sotiorsd to pass ordsrs cm oopy e^Homtiam 
md Arnold hold baok only a f»« difflonlt md domm 
cems for ths si^otioa of 0,S.f IBeta/So, 

IS* 1ft rodass prsssore of vorlc ia rsgard to et^jiag lham 
(hmlttoo bad roomamdod prorisism of 
(i0 Oqs l^onrltsr to s«oh Genrt on nhiah emM 

ho t|psd tftd a eopjr thmrsof soifLd ho hapdi^ o?«r to 
ths i^sassd* (IssDP* *•**•» •■* 5 . 

(h) Bss of hall poiat paos for aalciag too or Itoso 

mpiao of statonsats-Copiss of ijhieh oonld ho girsa 
to tho partiss*' (Xsar****** •*•«• 

Isrs thsss rsocnmiadations hsmt tq^loniiKtsdl Bm/lli, 
(Hsaso stats ths i^sr of i^lonflatation sad nnri: ) 
against ia^loaented rt»ocan»sadatloiis» 



J0O« 1^9 SomiibtM had rsooie^dai of Bom^iMiiA 

aalatiidniag tha& loos* loaf filo ha mm$h fbv 

%vafii3ig afiOgSgaad fUaa* 
laefe Mm ^he raaomeadatioa taptmuiiAmSS 
(laar of ij^^eaflo^atlm* •*•••• ««•••••) 
sot* If y®% do yro fea^e aOy diffiwiliy ia traalag afl a 
eonjsdpiM fila? Iaa/i»« 

WZ, If yesi am yoa, m^leM liay thaaa difiiaoltiaa «rSiM$ 

|0i« Si tha oo&algiiBaait of ISlaa of oaaaa X (to ha lt<^pt far 
otta laar) dooa Thatsadoo aa raamnaBdod by Sam 
Oaanittaal (laicr* 

iH« Hitb titt objaotiira of radooizig aovie la tba laeaKed fiooni 
Baaa daailttaa bad aala foUoidag raQaaneadaitloiio* 

(a| fllaa ralatiag to dadLaijma la bya i«ir eaaoii la 
liblob patty fiaaa m* iapaaad aAmild aat ba a«B8%*« 
aad at all aod iteld ba daatroyad ia tba Coort 
ItMlf aaoiptloa bdag aada la oaaoa x^btiag to 
aattara lain»lvlag propa^ xii^ta nab aa iaasonAb- 
aaata or Tlolatloo of balldlag byo»laMl*(1bir. ••«.«.) 
If ioj^aantad* ii^t baa boae tba affaatf 
(b) iSaoIitioii of alpbabatia«l r<aglatir ia ijbitdk aagaaa 
of tba «^aad ma oatorad. A 'sragiatar gSmUA ba 
fcipt OTly for caaaa to whieb aaotloa fS I.f^. ia 
appHoi^Xa» (Xaar*»« 

(a) Tba of olasalgylag Hlas itoild ba ravlaad • 

Bias al^ttold ba msdatidaad <mly mdar ‘Coo olaaaoa* 
CILaas I gbould ba ooasiffoad for fiva years Sftd 
ala^d iadluds all Oaaaa la ild.ob tba a n'<»ii^ 
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is tfeara® yegra iaprisowgat or \mmn§ 
Eugsa# e&a«3 to libieb aaetlon 7S ISO saj a^Iyv 
t%a root aluiixld htt in olaaa IX to bo kfpt ftsv 
39 ^loar* •• <t *•■••«•••*• ) 

albieh of the i^mve raceaaiondationa feairo been 
lisi>lfiBSErti©a. (H-e*®o »a3tl: md ata$>o tbo yinr 

*jf iwflowwt.Etlon). 

!I55, rof jira to ^.CTrenoo Hocord loo® tho rocoiBBeiiaotloai 

of Bass Coaffiittes uteres » 

i&) Hlog j^otOa bo soot In ^j^ioato attb fmm Sfi 
to tho loeora low, en« to bo rotitoad la tbo 
Hseora loo® <pa bopt la a looao l«af fllo, tlo 
otbar t» b» robittnodi to tho Ooart* (Iaar*»»p*«>««) 
(b) OoTwwoHt abottld elosjfly ■proaorlbo eafeagorioa 
of p«««pioat atid noia-*|>f*«8»«it flla#. faamiiPMffit 
flloo bt bitot la steel ftllag dTaifar®. ,lbr 

!ifl«*-^«r*sasot It! on, agaffb*baafca» ahoold oopry a 
slip si-wtog the egplJeat year m ftlo 

cootalaod te it baa to be itoodod. 
lara these mo!a®KRidx^ioaa besKi 
(floasw aaosit mi. atate the 5 »®p of — . 

30i* If y?s5 ■whst adrjptggas base followed^ 

307 • fo rsiftico tbf Moifk. ef % a. XT, Baaa Cowiittee re|>ort 
Tfsde f:>11o*i4ag ronoBaoniatioaas- 

(f) Tbo isolsETatioa of a oenrtidate a^oat bis dOHlollo 
abota.d be taken a» cerr^jt by tba i^^iating or 
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©aplaiiig a«^:boritj, (ITeaer... 

(1* ) Political imff&tex's cartlflcate aay 1® t» 

bo issuad by laile# Oaly c^ieg wMeb tbay fWl 
Incliaad tn rcjcst «sy be referred %o the 
UoHsctor* ^IfeiSEP* »*••••**•• 5 
(31i)El H rfiotild be reliered of tho roipoBBlblUifey ®f 
asalns to the oofitpltiS'io® of Inypootiaa aotea, 

■ *•«•*«• f# ) 

(It) ?cri.^1.C3.tina of tbe Us* #ioald bo m% by 

tbt .^ipcfcrluaeat ( a) 4*te,jis?kaa«t of the a8er0!tirl«.t 

rsforenes to the Collector, 

HaTs tboo® b«’S5» lB!plQBent0d& {flBum 5* , 

Plsas® gi’^a ^.10 tb© yjap of jUi|)Iea«itatl<»i igolnot tho 
d>wo «ft«riea, 

108* fo 'ifefluco the ■yorb of R,A» lUi 3ass Ooi»ltt®e mads 
roooT!B»adctlwes 

(i) BratlO/O ch&reetsr TSTiflcati^a by tho Ceiiootfiar or 
/ ' ishc^^ld be sbollebcijE,, 

Coorta ahortld ooti tiso this offloor os o 
olMBSiel for the wsoSpt epd forwgrdlag of Ctlsa 
atuwaoaaea for other Coorts* 

Have tb-^s® i^splaaenteclT (Pltojio agrlc ) 
floaa® alao give ttL-s yager of ia^laaeat&tloa agolast 
the above <n«rloo, 

I£XSl „ gL g , 

W9m to r-adiiao tha 'tforb af 1ml so Herb Sgas OovillAoi boi 
reaowBflnded thatj- . ' 

(i) ,a«f»i 0 ters fbr -(a) rowarda grated (b) oat of 

«|)ona®8 aPd i«) vm^/mSN» goibietby %0ik ’■■v' 
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-if- 

( Ji) mfmtsi bock iBi4atgLii*ad by kJa iliawld Ini 

( 3f®«0P, 

(lil)Qi?dor si^dt fisr ©^h **® 0 ov«a?y 111© by 

Mm sboald b© j^ioliahod. ,.^4 

(tr) <^pll«abioas Sriai llataiaaoa ttodd aot go to tbo 
S»la« Gl«Eek hafi to tbC'KsBoiso Daspoolcxr* 

( fbip* •• • « • (I, , ^ ^ 

Hay© theso rocoESJoadatioas b(M& iB|»loaMiEltad? If 
(PIsMO mgpk agaiast i«ob raeoMwoidfl^laia 
IsipleaMsfeed and also sftato tho jfoop of 

be'^'ioa.) 

no* If ia son© ofth© obcnr© oasoa thm oli oyiriMm iao b«Mi 
rorlyed, uhat ’wor© the i*«escao for doing |g>f (fioag© 
reply Itw^ige) 

Xbm (i) 

Itm (ii) 

Itaa (ill) 

It® (ir) ' , , 

ItiB (r) 

I10(a5 To laojfoaao tholr oat^a and smM pdliag iip Warn 
Coas^t®# recooiwnd»d pro/i«iba of m adding 

Ha^eea proanro® Sea/Hb. (io«p. 

If ye©, pl3aso give the year 'Jsm it Mgat pawmrod* 

mils CLsag 

lit, la wdar to si^lify feha proaodaro rfid^faidlltato tho 

vs9*!e of 3alta Clarh md ©naar© ,yil*ac hoii|il« of miMma, 
Has© Ooaalttae recoBaeaded t,h» fbHowfap- 
(i) Notioe oace received j^ould ho sm* to aii|.to' CtlMt 
©ithoat ladoxteg idio ifcoold h^iolf obmA 
©bother the mil is la ordw md iteld mm M, m 
to tho D^mmrnt crnornnm for a n^rgtlra- 


ISl 

-JIS- 

"brSagiag Sa DGSS at .this stig«) Xiw.*. 
(Ii)|}e{i»jirta«it coneamod ^oold thfla send tl^« 
negrrt^±m t» the SQG i!Br0{igh th# (n.<«ic i|io 
has d»fttt aith the salt n#tS<se« go th&t 
oosreipfmd^# heti#9«i OiO tful tlsei d«s>apttt«at 
eoasstmed is groidad aPkd e»7 ^loaries ilaloii 
SSfS vmta to «dic» aa 3 r ho rogpostdod to hjr tlM 
aioslc. (Togr. 

(iii) m mi send th« «!^2aiaa to tho XM, m4 
rohxm tho roeorda to tho Olode* B,lt, &m 
ti^e tho paraooodSugs la his ohgiqio. (lotfr#**.*] 

Hao this ptoeotero hooa sdoftod? Soi/Hi* .lto«iM 

give tho Tear i»hsa tho ahooo pmm4gpa wm - 
iatroluood* 

ill^ If %lm «hoTo proeidoro has aot ho«o so for 

latroioeod* Mhgt is tho pvooodairo is la 
pTaOtieo; fieaso omaurd^o idl n^a^a* 

Xm 

3 . 

3 . 

■ 4 * 

■ 5 * ■ 

«• 

.'T 1 Tt- 

S4L3. aoeoaia«diiig . aholltioa of J.i*ll»s post la thO' 
Oolleeteato, Bass Ckowlttoo has »ado fOlloitof 
part^osaisi- 

(i) Mmoamant at dapt^^ to pwrsoa aid irofortT; 



r,m%0t of f.O.S,). dpeutsslly 'Ite 

tB© ptorpCBo. 

(ii) Serric© isi aoitsic©© and aotifleetlaaf, mdar till 
ladtejgfcrlail Hsjjittfcts Act rfiafuld b© aoot dtwit 
to th« ^alisildair apid n«»t tferaoftk th© IM^ 


{ "SsaP# 

Ciii)IJxj«p swtf'A'S uiilcb j»r® s«ati to the ©•II, need 
no^ bo inds-'sed. 

(tr) Iteporls tarn the J&lle alwnit ps-iaenerp iltoi gr« 
trt be «(l»ased 0*1 parobatlo® alwald be i«»t te 
B.lf. tlsroagb S.F# «4d afflt tfeaMwii^ B,lf. t» 

(lO He# the |©et of #A II been aboHMt 
(b) If obolishedf plots® ft’'® tfee jear ^ 
of tbe popt. (7e#r*«« • 'K-. 

(e) H«r« ibore propopale (i to r) beep 

(Hease Safte ef e^tft liipliMMniiS* 
ilpp pi® see tadleate %e pear of liiplaaMPiiiKl^ 
CcAnst tlw abcnre <|i«ri®«.) 



.^3 

; not gt» tiasMNiKk -irleMi ' ^ 

GaUftot®.' at«* 

(jijL)Soaii^ gimld o&lXmli 

x^«ue6iM 7^*°^ lamms, vL^mm 
liiusadidi dbs« ai»al«i, ii«tlf«r« 0£fi««r% 

if auj *sk' %hr(iQgk EomMesest 
ISjgfg tiUNpii reeswMidstl^loafl l>am 
(fi«u« igfitost i8^I«»eiz&«(i. flamm 

%hQ of i^plenoQiatioii ggeAMi^ mg0: 

p3n9|K»8«^) ' 4 

•f f lif- 

Its* Uifcli tha obi«otiir» of radbciag ’norjc of S^Mt. If#' 

Sots <SeMssit%eo had sfaggastod .) 

(i) SuEp&o'ior CoorW gkmld m»d fil»% ro(|edLgltiiii4^ 
aoiSoos diroet to tim Cport eonofamMNl 
iagftaai of ttooogli B.M* aPi4 (Swr*,#,#**4 
(Ii)ldoeooe9 to ftkas md Iteogas aa7 ^ Imiaad %f 
fom iroaa* ffatifLod Mpmm or fili^iot logrig* 
ia^ tha ttboro goggogitionfl boos l^^lOHoato# 

(SloaiW mexk agaiaot im^lmms^wd- If ijaplmm^gi 

0jm 'fcaXgo tho T^ar of Juaiploaniitatiim' agaiJtiitt 
it«i)* ■ 

Ibr s&|»llf 7 !):ig igd reteti^ th« norlc oosmMvIgd 
iiitb tli« iraig lieoagagit I^s Ci»aiittgg Imit wgili' 
fttlloifigg roeoflai^datioetgt*- 
(i) Crgatioa of oea'^al r<^gtgr for gKisg foy 
trgsiBfgriliXg dmmmmdi ofisnrtfkts oQdar Bocri 
of B»v«iiio (logr*,,. 

' {li)Ste«^t for wrolvorg, piglwla ai&d «2t<Mul»i« 
\^fll>oQs iogpeotian araa at tho tlaag of 
reaewal ahoold be ifbolinfeed, f !» ».3l*0g and 
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Bsilicse 

Gtfadtedd^Os’iifc^'ii Siai' ILu sf tSi# 

lla^ftOds tu»y tfr« oa tijsxr, «#««#«« 

If ptii’tiallj, io waat axtwfct 

(ill) S*12»Aist taibv tk# lio!^c®3 ip»d for^d 

ike feo tke Claris iialttiig; 

3^®aiii(iiry iSHkfiss, {S338^»»***^#«»* <} 
(*r)Reae*rfi^ f«3s ii&iwld ke paid bj (Itidf 

• ••#*••••«}'' 

(v) 'lieiswid fft? t%ia jsjiirs tSimild. b« ireeaxmadid 
tt> %\iB li«ea6«®E# (Ia«r. •••♦..•.•) 

(▼i)itoa«i?aL lay pogfe aaj b® ttind. 

(▼li)Bea0wal -^ap of tka lioaassNs aktraldnux fsam 
; ' ^ d&te of gPaPii of liicmc#* 

(Tlii)Iiisixta^io% tiia u§« df cpaaoialkiim 

lifiMsee i^ould b® idtkaramB. (Xttr* 

Her® kha abovr® W0:mmm&&llQm bada 
ifl&am n^'k agaiasfa ’yaoiHi i^ob bi£ra hmm 

iii|!3L®Mated, M.m ^mamt iba jatit aX 

iSm- By #1^ ^ 4>|)lioatlcHa fpom a l^i«k«jti 

fatlaaaL ra^iaasbiag ^ esiaaojUm of g^ay in iadt« 
' , baa to pmidt ...... 

• 

2 ;, ' ' '■. ■'. '■'■'• 

, di- ■ ■ 

US# So®® m applioiat fill (fc) a treaswy ahallrfl 

(b) «ffia»s wdLy » poatal at#^ (6f o«ia mf®* 

(c) aAda .(Isae© »ark agalatifb tb® 

prajBiia® la 'vagaa* 
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•2d* 


us# m tim appHcaiifcs «ltli ish*tr aipplie*ti<»iMi f»r 
•ailaiigiaa of g^ay ia Iaii« go dtreota.i' to tlm 
iuB.M, 1^0 eft«r issuSag gr«it ordir»^ stgsipi tb« 
aisKs St ' aPd dolivaro St oaoroio tbo t Jaaii 
to tU® p&'fy *p«S seado tiie Ibnu t® 

I'ce ?asnp«Pt Cl«rfe fox* pwposoo of roooird! 

(Xe*#*, 5 (WLoas® aloo glvo tho jogr of 

li^aBaotatioo, ) 

120# In Case of SntfroaticPaPl posaporto, JMta QomjMbtiMi 
^>ad i»%iS’*»3t«d that a apooSjioo of tliB &uBrmbm 
fora to bo ibxaisbod by tbo jgpp3.So«iit8 bo aitt«o!Hl& 
iiltt tbo £ppll)&tioa fim» aHoog oltb otlmv 
laotruettoTiR* lao tbig wi^ogticHi beio iaifi lio i wit oaf 
W?l»* (T®!^ « •« »0 « f 

(H«ai» 80^30 giro tho of l^pl«Mntatio]|«) . , 

ifizm 

131, ]t?r rodaoing tbs loodl of SawSr, Smm 

Ximmittaa had mado fblXoaliig aroeooiMad#iea8s*» 

(i) 00® poem Tigy ha rntragtod iittb tbo imek 
rmmping 'fgntr'* b adram* tmm tbo da0c or tbo 
vm'k ha dm%a tbmwgb tbo ^rooaary* (Ibgr 

• ••«•«• ««#,') 

oflwspoat adrjBoo aberali b# raiood fieo* 
Ss,f00/- to St, aDOG/o* (SlOP# 

( Sli) fba diet rnmy for j^aoeiitloai i^taoiwM la 
polio® «a3«« »aF b® bopt by tb« fiedioo Aooeoatiit# 

{ T#i$P, ^ 

Wtff® tfw abwe propooiio b««o ia^BmatmO 
Ct*!.® 8S® w^irl' : ggidaot thoso i^xJWb 'bar# booa 
ffiogftiottSag aSlao tbo yatst at 
iMplmavitutim,) 
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-S3- 

WtTttt Wt*rt9 

■llftfcf fllllilfci 

ISS. To mt &im lasdLsrta norlc, 9«a# eoMtitboo 
had aad« fbllowiag roeoiraaadatloaa*- 
( 1 ) W 0 r»t reluM-nf to H«flst«r Io« IJL dofflUBf iil% 
the «^n of sgid terfidted pro|»«r^ *ay b« 

rjsdBOed, if tt9«a below Is. SO/- ^ « ®o«* 

%M!r« disused of bj Courts la ^7 waisosr thi^ 
thought fit* (Teapr «##•»*•«*# I 
(ii) Worl: relatlag to legistar la# W-® ooaM bo . 
ra&ood if the pwmttfient «ir«iao« of lliMi 4 i* wm 
TtdmA to ls*30CKi/- (Teir** ««««§•«««}' 

(Hi) He #ioeld he rel.tored of worit relatiag to 
Tfl^tster !fo, T flaes «ay b® pidd throash 
treasoaT- ohalljii sJid net Sa Onaii* If flaos 
sfetslned la oa^, the Court CRlorlt 
•«« deposit the onengit with tl»i Cormnnet 
f5r®asar«r wlsose respoasltoHity It riwadld be 
to deposit the ^mnait la the BajadE. (Ibar. 

(ir) He need not aalatada service bosits, iaoimafBt 
oertifle^esy leatre tltlee, pseoiaB eases of 
peons o« behalf of the T^soll* (Tear* 
fr) m despatch wash idanCLd be pat wader the 
WasaPat (Tear*.. •**►•#•**) 

3,1, sad 6*».Ju fhowCld hire apeea eosh 
}#d the rest of tbes should be peeled andsr 
tasispist. (Tisr#*** 

(Tli)i fowi. fm eleetrle hills with aa 
iadiastor hosfd be a«de flir -mgsik seeMeat 
h«riBr a oeoa. ('Seep, 
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Wtd&h. of tlio i^ove li«r» h&m 

aga&a0t> iOaoso iMoh 

liaTO jj^loDoeited «sd a3.80 ladieattt tho 
joiT «f iB|>le«aatatioii,) 

123, What ia tho jarooodEiro foUowod at pr«a«it 
to attaod to tlia ^arioa naii 1>7 iadivldi^OLa 
daeiapizig to ‘tomw if thatp aaPaa have beea 
entered ja the roll? 

124, Baa the recH>{Boi<«datioa of the Baas Cemlttee 
to attend to (jaerlea threegh rt^al^ faid 
fo^ earda been imt into fraotleit Ihi^li* 

125, If jpe% has Jt resud-ted In (a) retetisa of 

TjewJc end (h) of the roll# 

nsrh ) 

fleas# give the slaoe this i^ostLoo has 
been lotrodaoM igainst %. iM, 

§gsBA,aa 

iMm Bess CknoElttee made fblloidja^ reeooBieadatioas 
to ent dmm the vertc of General OleKlcii-* 

(i) The Offsaal leave reglstir need not be inct 
to the 0,3, (Teir.„. 

(li) Oasoal leave #pplloat|jcsis itoild be 

dnitaroTed aft«r entries are atade ia the 
zeglstar. (ISatfr** ‘4*9 ## •# 9 9 ##'#5 
(ifil) avoid ewfifnaifl% he ^onld naintiln 
a perscmal file of eaOh elerh for 
he {^umld be isrovidval elth i^eal flli^s 
drawers, 

19x1^ o£ the alxQve recMisMBidati^o# has# bem 
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against 

yhleh hare been iBfdaeaated «td 4^00 give 
the j»sSF of implemeatatloa*) 

127* iiov Btsda^ peraoiiaX files eonld this Olecic 

be e&!l«l %(m to !iaijitai% if reeoiOfladstioii 
no* (ili) was 

Hfeuftbes^ « * ii « • # mi^ • • 

Gmsm.m*3 

128* ibteffi Is the nunber of offiei^g wovfeiag la 

GolleetQr*s pergcnal offioef 

W«ad>«r,** *♦*•**, 

1S8* lAat is the Eature of lisaek. handled by 

Golleetortg pergonal Offilee? flmtm eawarate* 

I*. 

8* 

.4, 

130* aeage abat® the anaber of ©allecrs ihioh the 
GoUeotor on m avisrage has to aeet mmy&njff 

Stefltoep* ••*•*** ** 

ItU i®tat are the inr isms problesMsi for lialeh the 
eallare meet the CoSleetor? flease enamrate* 
1 * 

_ 8* 

132* Boas Ciollootor also deal with offiolal mA 
naB«ef£L«dal bodload Y#a/lb. 

133* If ys% flease smatissi gcieli bodies vith ii^oet 
Gollsetoir essaes freqpently in smntast* 

: 2 * 

4 * 
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tM.m atiat is lai® aatur® of 0oIl^1iQr>s ^toaLiag 


uitb thag® bodla^ 


135. Do aetoh dealings fostar ocrdial ralaldotis 
botweea the Dlgferiet AiteiaighraticHi md 
genaral pabllc/iaispit# mtuaX ooafidaBeV 
faOilitl^s adEsIniiri^atloiv^reaialt in poblia 
goo4'^obliiriate or aitigata pr^W^ma, • 

{fl®aa« mtsrfk ) 

13®, Eow BMoh tiffi# oa m spi^aem^ hm l4io Oollaetgr 
to set aalda avfflrjday for da^fcgu. 
ladlvldaals and hodleof? 

isr* CoHaotor haa to eoEnraae ^ awfeer of aeatii^a 
of Sletrlct Officers and froai other hodleB 

%isii ' 

Hesse giro a list of auBh aeetings thdb 
era held arery aonlit aad al#o ladioata the 

ttatar# of .hnsiiiaB# trieiiBBjat'ad# 

Mifio of aoaalttaa Istera of hastiiftBa 

tgattSMBta^ 


138* W&ig mmsk thia «f tb» Of^PLaetoi* is^ in ' 

itxek aeetlagB. Heaaa apaeify the amiiar oj^ ,,, . 
.^awWn|t ln^ a meee^ mmapimd pn ifi^i 
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iSf* ym tkat tba ataff wMag- in 

tmi0S*or*a perawial 0fao« i# adsiyKiflia 
to 0 ^ with th® ®a«iait of \mk. hmSlai, 
hj it? le^ife, 

140 « It tixsit apro jsw guggaatlo^ia? 

U 

3. 

141« la ooanooticia with Co31.M(t0v*o StaBogpriil^NHrs 
i^s roeoaaaadbd dbolitioit 

of all rc^g'iatan's aiaiataioal hy bla ox^t 
<me ftea? coRPtfsiijaa^c® ^eh ia pasatd hj 
th» 3fc«ogriphiir.., 
laa this reeoaaaiiaMcMi 1mm. 

If y'&fl* .pl«aB 0 giro tho piar of li^aBwaitatS®!, 
142* Is %h» di&m aaatioaod n^atw 090 ^ m m 
raglatof also? Saa/lfe, 


14S* Jhiloiiiag recsoaaiialaiioaaa wwro by Imw 
Coa«ltt#« to iacTOasa tN* ont^rbrnm of CcKirtm«> 
(i) o^ht to jiiorthaPki Cor shi«^ 


ho I^oiaa fofc m tacfera aWoiBiieo of fc^aa/- 






If ia^lfMwatai hat cuhaotfMitttly i|>oii^ho^ illat 
war# th« roaaoas foar 4Bia® (Hoaiw «B»Mrat« 


;al»o fltato tiHi y®gp of iMtitifflou) 
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(li) A typwritBir dSwO-d b# p3wM«d 4^ 
eaPh 0awi» (I«sr** «####•#♦) 

(tii) fi» par^stijs® of flatog fl(l*fiPa#N4« far tb® 

of Hagis^atos abouM b® AMLiaMU 
Thair oat-tora dbsoola ehaclc«d wibh th® 

hailp of (JBisr**. m mm mm mmm*} 

lilbieb of the above reooffluadatiozia hrre beeii | 

(Fleas® ai#'h sgaMst thoae | 

iHiob hasre 1 ni®o apd ^ao mmSOm .| 

til® yBsst of ii^eoestatioa again^ eeph oae 
of thee, ) 

144* fo eat dovo the voTh in Court g}, Bass O^MsStte® 

Sad® Ihllowipg reeoaa^adatiOQst*- ■ 

(t) iholitioa of legitfter fo* IF (Ibm SA) of 
mlaoelimeoas pafvs* (Iher.*********) 

(11) #)oliticmi of Beglgter of files aMSt far 
e<^ea (Ih^*. 

(Mi) 'Jbolitioa of r^lafe®* of eases e®Bailtt®4 
to 3®asloas* (X®j^*»* ••*«•■•) 

(isr) jKJlltim of register of prooe^ses. (IbST*****) 
(v) ihoUtioa of register of ball® gr^itet In 
n0iv4>al3 able offaaoes, (7«sr« ••»•*•••) 

(vi) Si£i?et jba la mippo^ oases should b® 
varifiod by ¥al.ll#* (15»ar* 

(vti) Ckavaraaeat should aead for oply spaaal 
retrimc from the Megistrete®* (T®«r# 

Cviii)!3SMs oysfeew of dowbl® reoord sdwwild If it 

exiaffcs, doj^ away with, (Ifeir* •**•*••**,**♦) 
Cl4Staff of aboar« 0 cy Court® shoEad b® i^iJ® 
permapeot, (Xeasr* ••••••*••) 

(x) Ctesissiflsiars of Ostbs b® appolftted* (SmT.**# 
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iMek @t tbs reco£^K«t%tlGH9^ ba^v bMii 

iM^mee^am (flem* agA^^ thorn 

iM.ob b^re bem iai^leosatad md mmtim tbo | 

smgt of iaplanottatioa «gaiia«t oaoh raeoanaaiatioA*) 

immQM I 

i4S« SmB OoMHlttoa had soggooted that (|a®stieaii«ir« ! 
mothod of oaSnr^Fdog oa lnfl|ie«tlo!ia obould ba 
doaa away uitb m eapbaoiasd the nood of firoadiEm i 

i 

for tbo 3b^oetiag Offioar to um bia Jadspaaot i 

ood laitiat bro* -^ICasP***********^ 

Has the a^o^a raeo«a»dAtd.oa booa eaesiod sot? I 

tf y&a, giya tbs ymgse vbm it ms p# I 

in fiiraa* ' ' 

i46« Boss tbi# OoUsetor Isaas ttpeteW. iastnujiMons 
to tbs Inspector of Offloes dtxMit the Batters 
ehidb be partioulaTly wtfaits to be looirnd intof 
. j»B/m 

Mt 0 If ysst sioee #ien this iraoy.ce is beiiif 
tkJl&mdS (Ibbp 

148* Jhm Cmtittse bad rscowwadsd that B»»oiBits 
parties should Bot Tisit Ck»lle8tarate £br acre 
than tuo tl»es a esoept for apedsl reasons* 

^ i ^ foer* * «■ * * *« * **;**'.} 

las this bsfln euforced. lm/Si« (Hease igMOif^ 
the ymgp of inpleemitatioii*) 

14f * las a roster been preaeribed b;y tb« B,M* to serre 
as a betsis fbr tb® inepectioas made by 0.8. md 
Senior Ca«rks? lea/Bb. 

Since vben? fleas^ specify tbe year* {Iber* •«••••• •) 
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330* IkMia 0«3* tiScs rowd of offloas daidjt . 

J3i« Bo tho O.Gs mske r^vlesp/eamsil/mpppim 

(m.0asemsFk ) 

332m Hbst is tl» sffsot |»roaoe«^ bj saeli isg^mlSmsf 
Pimm mmme&ii0m 
■ I,- 

2* 

3* 

4, 

5. 

253, low is co&ipliaaos of isspsctioa Botss pursue 

msMiai 

154» Ttect spe iso tjpies of porsims pa^nwibg 

to tbs Qmmfmmtrn '(ki& at rogalsr intorraPlSf «♦§• 
Si^ss fa:% SateirtateoBi fsax^ Scoise ^io% sis. 
s^d eibim esaa rsq^ilrdd io «sba paiaoBis m]3.3r 
si odd inierrsisy soob m psjsmi of tam to ibo 
public smnrico cowlssion, Wbat is tbo piroeedaaro 
followsd ia rogspd to. ' 

(a) Eigular Ikpositoirs (Hoaso oniBarato gt«^s) 


(b) GtitiniaL Depos2tiH?s (lloiuio emmsrato ^ape) 


Sli»so tiMia tmi tbe abwe iraetloos bom foUosod? 
(loar • ft# 

Bo you de«a tbo systm as satisfaPtoryt ltos/*>. 
If aOy ia idbat rospoets? 



fim fm mj 

3. 



% 

t5S» 4liiat Is tias pPom^B in raggrd to tbs 

pflipmts ffiada by tb® Tariona Cki^srissmt B^srtGiQntitft 
(fleas® eE&weorat® steps) 

1 * 

2 || . 

"SfS 

If this syat®® sfttisfaotory? J»a/W»m : 

If no, em foa aye® ®nj i^S^sstiCKiis to iaparove Idt? 

1 * 

2 * 

: 3 , - ., 

4, 

. 5. ' 

tS4» Esv® the Mil foms boon sinpliflsd and B«is nnlfban 
e« roowmmded by: ibiss ISsi/lli, 

If yssf bas It sffsetad la|iroraBM»t in tbo dssp&toli 
of tusiaoss? lei/Hi* 

IW* Sow may Dopar^mtg h^s adi3#®d aystera of pay»int 
by bh®{|t®af 

IjSQ.iioiild y!»i rseoKEienil for its adoption ace® an^ansively 
and fo®* all tb® dapaptowits? Sba^Hb* 

If no, vbst. are yoar rsssotiat 
1 * 

3* 

4, V\ ^ 


5 



ajSt* JLnoe vibesi fv«a«a'7 GXork lias Imu rgitsd 
to tbs post of lssi«tsp.t treasury OffitMr ia 
jowr Tro*»ary? 

iMm las tbls ia a®y way affootei th« offieisiit 

pfflrfomaaoo of th® (iotios of tbs Trewsasej Siai 
ClasBkt 

If 708, liliat r«s« 4 llos do 70a aoggotfb? 

!• 

2 , 

3, 

4# 

’ »• 

tbe pay bills of <k»lloctorat# ataff 
ap f abid,l-»is®f l0a/%)» 

1S2, Is th® pay of TahsU staff disbarsod on the f!iPi* 
of wary aoixtht Dsa/S** 

If y®% slaee itea this la haiog done? (Ieir«* •••••) 

163, So l^sloners <wll«ot their pmiioaii fytm. the 
fvmtmry mm. ia aach totsia nhare a dijimraiag 
offloe of their H^iptaoit exists? 

If no, fldace idiaa hg^ this pr eat lee beea adapted? 

C Jbss*,,. ,*»»*•• ) 

164, Has the lijilt to paynamt of peagLoa by M.0, beaa 
raised firoa ls,50/- per aoath to ls«?0O/- par asiath? 
les/lfo, 

165, If yes, slnoe t^eatCShar.# 

166, If yss, has it fasdlitated Iwreigt Ig at ioa of elalas 
fbp srroir of pengioa? les/lo, 

l®f. Has the djaburaere half beea redesigaed to oontala 
all the Information 'ulthoii.t peeoopse to loose 
allpa of pspsp and are they put ti^ether tightly 
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balfeiieeai aftiffC 'bo^dat lae/ft** 
lii« If yaa, do th® disbars^r*® fealf of the poatflm 

psi?mmt ordter the Ghacik R^ieter fhr Military’ 
pooidlcins have eiio«gh hla^ ispa^as to eaff3«e for 
flfteaa Toij/lfe. . 

169, Han tbs ehsfflgea Teoomma&ii by Bose Ciwasitte® 
la the procecfctre far the p^gpieat of psasloa 
resdlbsS ia the redaetloa of msmbme of eOlaiflce 
dueling with pensJUm payaeatei? Ihs^Rh* 

170* If ywi have a»y au^e^lme to mskit roggrdiag the 
ge-ooedare fOr tha pajmmt of peawloa* Usees 
etiuaarats? 

1 *: 

2 * 

3 . 

4* 

171* Has tha jte Dep^HSaeat eat the aaasfoar 
of detailed baads to tha nialETO aaoeasiry 
sfaoieat b.icfeatlag? lei/lt*. 

ITS, What is th® miaber of d^js^led heedi la exigrt^onee 
nov/i IVtssf, 

t73m Uma sv«r say atteit^t made in Troaatry tovgpd 
the aeeheolaetiaD of treasury sexMmatg; 

1T4, JPe yoa ia fjsyoijr of ffischaniaatltm of tr»)[ifi»y 
eGcomts? laa/Jfe, 

375, In apy caas, wnald yosa gire epgtmmta in goppm^lt 
. of ycBir vi&veS 
U 

s, . 

3 . 

4* 

S' ^ 
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Jr<i re«iSpiti books foor Bevsttoui land QmiH 
does kspt la t!a« tr©as*»y ^atms Booie Isa/lte* 
i77« Is fotsK^s^ oa do^sramimt beads isid ds|» 08 lts 
paid hf tits $t&ts BiEi& of i&idia tdtboat tbs 
laterreatiosi of tbs fmaasTT? hmf'Sa^ 
i?8« Is tb© l^s^tir j d«k det|>alelii»d b^r tbo frsasor; 
itsiLf? 

i7t« Ia@rs tbs aoadm' of treaatiry fas^s bssa sradsfisdS 

IBQ» Wb&t Is tbs oombsr of 'Drsaiixry IbofAs aow In asS? 
laabap**, 

ISl* Boss tbs Smhst l^saStxry Oftloar of 'tmsfuxt gat 
any apselal paarf le^^lio. 

If ys% plsaa^ spselfy tba ess&ai^ !:.«• • ft ##• 
lB2*. jre tfae ©lalas of tbs asabarg of 

aUd ^counts Sarvies giTsa daa eonsMaratloii at 
tbs tiae of appoiatsent to appropariata point g 
In tbs Hnafios Bapar'basnbt 
ISS* Is tbs ninigtsrlaX staff in tbs Trsasaryboms 
oa tbs Eavanw Sadrs of tbs "^ollsetorata? leg/^Hb* 

IS4* iJbo soaorsigsa eontrol and «ip«rrlsi(m oror tba 

IBS* «bat is tbs sontrol sessreisod by tba 6allastor 
m&e tbs jdnigtiri^ staff in Traasory? 

1S6« i^at is tbs pay a^ala of a Bill Passing Glade? 

1B7* ibgt is tbs nods of datsaminisg tba axae^ axsibca!’ 

of bill passing darks nooasssry In tba ttmamrff 
1B8* Mars dstailsd rales regulating tbs ooafttiiMis of 

sarsJ^a of tbs trsasory Midatariai Staff bast frsBat 
"Seta/Wo, 



IJIf# If 5®% sr® tNy iatisfiSBfears^ 

1J90* If Hofc aajfeisfaptarjy'if mt Bar® ytm mj 

jEieg®g(&i®ll8 to Kj^elf 
1 # 

-2* 

X 

4t« 

5 . 

191*. .^hat .pgpoantaga has hmxi fimd for prtmotian ®t 
freaffixrj We ad Clcrka sUd Office 3apariat«a<iattt8 
to certsiaa aiaber of poats of fpBmKVy 
in tfca Cadre of U,P,linsinco ^*5 jCQoaat® SgTrSogf 

Pacrceotage* • # #- l|. •# #■■■■»■;■• 

132, i^at are the #ortt80B2ags in tli® fimctiooiz^ of 

'Praaefciry caPoios pi&lic ^oymo9 md inemrmiamad 
Plsaa® earner at. SJ-* 

1 * 

X 

X . 

5 , ; 

19^^ jrou suggest for ensai^iig pii!>li» 

Jatlgfaotiffln and comrenience and iMre effSetlmA 
ftaietloateg of thB^Iireasiury? 
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rfORKIlB Of EdSISICf COaaSKKEjTO 
IS 

OTTA?l ffiioasi 

MsaiLs m immnm sm owmim m owioses 

Of ■ 

GctLasTcmijfi 

SJIPLB ?i0.. 

ssffno^Qwmn 

JEffiOSiSttOS.. ..DiJl Of HEffiYIiW 


!• Bo yswi tMak, tor the saice of efflelaaey i^d b®tt«r 
adBilji£gtirft'id.oa,i tho pattira of Collootorate ^giad S^a 
fmeM.miitg n&ad sobs chaia^a. 

2- If ymg tthat ohoigaa loould joa mggmtS 

2. it&aife ftaacrldoiui siPa p®rf«r» 0 d by ywir SaotlcHi? 

4. ap# ymtr ap«siao daiiad? 

5, Mbat is t{^ staffing pattam of yemr BaetSjaa/ottiaa^t 

S« ilhat ar« th« (titias psrfoiaad by eaeh ma oftb« 

ofm<d.als of yo«r S^^tloo? {flaaoo giva tliaip adBoa^ 
of sorrioa ©Pada md smlmaatj^ tbaSr laiigtb 
of awpoice So. CoUaotopat# aPd tha parlod 
idiiob to«y ba^a beaa bolding thair preswat eb^rga* 

T« Haasa daseariba tba eadstijag prooadora foUoiiad is 
yamr saotloa step by stop. 

Bm Itoftt im tba igjppoadaata atnbar of letters Ibat ira 
bwtdlad by a^b ladLvidadL enployas of joor Mwtim 
is oae Magla daf? 

«. '4bat is the avaraga tta» talcaii in disposing off mm 
latter i, a, tba tiaa t^oa froa tba data of raoaipt 
of tha lattwr la the Section till fLaiO- asMoa is 
tdcensl 
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1, Smear al ooatrol md sBparvlaiaa of the aaSa offJjem 
md Record Rocois of ^e Sdstrlot Of£Lee CFiare 
of Barmue HaOual* ) 

S, Ifejce surprise Tlsit fo th® TapicRis offices md Reeord 

Rotas's a 9 d cpestioa the ireaeao© of all eferi^aea jUmnd 
ia them or loitering ne^ about. To £|i©stlott the 
presmce oa th@ Cleiidc *3 table or oa the floor or 
shelTes of files t#iioh has® act \mm m% rfid aot 
going out on roqjaisitioa (ptf-'a 1094 of Eereaw Mmina.) 

3. Close suparviaioa over the Copying Sectioa d i j poail. 
ox. co'«i|jlii,lnt3 of aba®ra«il delay in the a®|jply of 
(TeTa 1X595 of Revmue 'Mi^ual) 

4# dose superviaion tyrm l^je work of Hsiclr»8 ^d thalr 
aesistjjgita gad apecdal attmtioa to the paaetual 
of daka {B&a. 1097 of Rasraii'ue Manual) 

5, Mjadatea^oe of dlscripHae ipd the aaooth effleioMt i f^d . 
econcaioal vissrkiag of his cnaege {fapa, 10 ^ of Bermae 
Mmua) 

6 * Subml^ai >rt of proposal 'for prcawtloaa md f^v fillla* 
up of leave va04Pcie8 md tlva like md maiatenme# of 
ehepaeier rolls of tdX oSmULm (f ara ^gr^MmMA) \ 

f • Cheeking of the office oe^ea of egtabltshaaat pay hills 
by ooi^jSfiaoa wi^ the eetrieg ia the egtiKlifilSBeat crdar 
bodfc (Fara 1099-4 of gevmue Manual) 

8, Feriodlcsl in^eetioa of the work of each elerk la the 
Colleoterate with pjoh jQre<|u«noy as the aigtriot OjOTleer 
hssring regard to the pressure of w»klng the office, may 

« fpoa %imm to tia» presorihed. (Fara UM of Rwenue IS^utft) 

9, ikialiag with iaport^gst md cta^lioated oases iiid guidiiiiC 
ia other cases to his assist ant a md giving freely his 
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a^i«® thay are la dtoobt 1130 of Boromo Hsioal] 
30* SxMBLiaatiGn of tho reglsttr #tdi aceomtfi of sileablo 
ftnms atfe loaot cmo« la thrae na^h# aad aatiafy hlaaolf th# 
tha bilaooa of fong 3 q head ocoraapoada vith tha eulrisa 
aadUi la the atoek Bgglatar (Pesra 1129 of Bamaaia WmmU) 

SX» Ordtor the iasoe of JEhnis a^d gtatiooary to the offliiiala 
of the CollootoPate (P«9ra 90(4) of the priatix^ & S 6 aM.oii«r 3 
teieOL) 

iJL ferifleatioa at the mM of every sooth vli^ rafar«Bee to 
oaotlageot regiabar «ad iaraotorias of artiolas reoetr^ 
tsm other offlea (if mfi that all pavehmrnm a«^ ihd 
ertloleg raeaivad firaa other oflUoas dariog the aoath kero 
barn aedy r&mv^d ia tha gtoek txwit {P«ra 801 *wle 4(2) 
of tl»i Mahaal of Govarweot Ordars, 

13. To give oeaeaaefry dlreoMmi to the L«td Eeoorda dlaaelc 
String tha ^s<eiea of the 13.0, dedir Khhoago a4id 
siica toioh laiipaetloaa of tl^ Sadar Kaouigoa* Offioa m 
tha Goll«Mtor may dlraet hlj^i to do from tLaaa to tlao. 

(PeTa SSSiia of Lead Eaoords llaesaal.) 
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mmms A 

jU Maintaaaiao® of Ordar book* 

2, MiiSal«aaRC« of OttalPd fa : ^ 

a, Qradatiois litffc of offioiala. 

4, Office aPwengcBiaata (eaejopt Laiad laeorde, Golleotlcm, 
TaJM.Xdsfe's aiad leib Tehaadirs)- 
S* Malzitanaace of reidmffling regintar of p«m«peiil> offi^^ilii, 
S« Malateagpoa of personal files. 

f* Maiat^iapce of redbaf fling r^iar^er of teoporary offleial»* 
@« Malntcaijiae of files and esMsreapoadaice r^isPdlag 
egtacblisimsnt* 

9m Mafateaaoce of deiliqp.«ioy register, 

10, laiataaaitice of regista? of paid appriaifeicas and lists ■ 
of spprored Ciiadidatss, 

11, MaintauiSice of attendee 

12, freparatioa of stateseafc relating to the daipeotioa of 
higber aitborlties via, CtMulssioner and Board of 
Eerecaie etc. 

13, Jny otbiir work eatrustad^'^^^ 




tm. of pensloa pepors of a33. ailnlstarlaX offSisi«l« 


md a8iniiti»a OffieMTs md cearma^dmcm thirofeo, 

Z, Cmtm0pmA0B^9 rolating to pocigios oaoos of infartor 
(kmmemmt sonrafit#* 

3, CorroiOiaiaiWttco rolatiag to Tabiildar# apd ®alb f dbollddrs 
(l>oa(S'o» postiaig epd tripafear oto«) 

4» IPBitial TOBarks in tho ebaraOtor trolls of Isib fajbaildars* 
5« CoKeoi|>C3adfl»eo rola^ia^ to oxtoaoloii of t«n|Mir.ary 
offtodol of tbo OsMbliiod Of fleo, 
d# Corraiqpcmteiea rolating to thet Ckpraninoot md 

vorifioation of oooority* 

7« Coi^^dlatim of jpetoal loraaiia AtelaiatratliMi loport* 

8* Cojrroapoodoaco r^atiog to BeatiTolo!^ tmat (nctiefoo 
uodor aoetloa f2 C .P.6» ) 

§• Ccrr«a|Kmd6Bioo rolatii^ to leare* pogtlqg, troosfar tfid 
timiAag of SaflMittod 0^ 

10« Ofprroi^oiidoQOo rolatiag to oapi^iog groatds. 
j[A» Qonroi^oadi^ rolatiqg to e^mom for pordbtaao of OiP« 
«te, to Bflpatp Colloetora. 
iSU Iilot of Holidapo* 

13* lEtftrSbotloii of work* 

14* ?irio<aoal r©tu aiMfibBiasdoa of, 

15* 3^«nrlaioa otar th® woik of assist ©ata ta hi« aeoti^ 
aad ins^ootioa of tha work of ©atfsb assist sat ascordlag to 
roster preocap^ibad. 
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tasism TO aTOCB.A'jasgjim 

1, l«Ei 0 i^ of KmmxLB jgectts C«rtlf5fiaS«» and *aS3Jfe«tt«jQ#* 
cf Its registar, 

2a Ma3at®aac» of oataLcguo of aotloos «/« C.P*0* CiTil 

Salts jad ittiacollaaeoaB iipits* 

3* l.ial«1i«aaaco of Tjrpeiritsrg sad mafateoapco odP ragistsr 
fitfad all correspondsno® r®latlag tbaroto, 

4. Ism® of doraielL® OirtifiiBat®* 

5a Sajsaoas reealTed ttm th® GtMJuissioiiar* a Ootart for 
3.S.C, (H«raaae). 

@a Sufflsons r-soolTsd fpow tb.® Courts of 3. 1^.0® far Ba&aG. 
(Isvatiti®) . 

7 a Bills of (Civil) atiboitt®d l>y M» nCLatlag t« 

Civil suit a aRd appoals* . 

8a 7iriiJlCia,tlon of obaractep apd aRtecadoats of parsooa 
recxoitod tt«r CovapimaEit gssipviea. 

9 a Tstrlfioatioo of fl3eii£Ckolal status iam® of 
certificates. 

30, Malatmonca'of Guard lS.l®8a 

11a <^bfir ffliseeLlanaoaa niorka 

isagis .e 

la Maiiosal of prooossss received froet other dli^icts 
for service sad ratura thereof after exwoatloa, 

2a Sscuritlas of of^elals 'h^dHug Qmmmmt 
3a files relatii^ to 9roamr® froro, 

4. Eeglster of Hotels^ S^aTalo mA Bbarsp[i^ha3.aSa 

5, proper atlon of inaiial R®v«aua stateiwits* 

6* Consigatiwit of closed files, 

fa ^©paratioa of consolidated list of retwas fPr 
diatkrict* 


8a Pmpar mqjxirlemm 
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#• E«b0iw7 of C&ixrt fm isa. pm^ iial&s tfid dmemm* 
30* iDteitfeitaticMa of OAaosHS^to&oaeo of r^igtior. 


11, ClwAoal v 0 jfk of S>i«lric(ti Coattltito#, 

12, «lat«r toHT otatwents for tbo ftoiaoeial josse* 

13, rfsri: relating to 014 |g« Fassioa, 

A33i»iifif f Q is rgiiB mstsukm wl 

1, Ttp# iiork of Reretm® isaii^attt, 

Zm Gowpllmtso of inapoetimi iKites reoerdod bf local 
igatiwitiea and MgVflS^boritioa. 


3, lyutienipoa of rooter of Inapootdona, 

4, Wozic rolatiog to f slitiosl ptMwioao and political 
aaifferara oertlfleatoo, 

§ia.gai, 

1, Prapasratloa of noatMj bills of recrsmio eat^btlisbaent, 

2, CoBplatlon of sarrioe books of rmmmm establictamxt, 

3, Sabaissioa badgat Sgtlaates md«r Tarloos beads* 

4, frep#'atio!i of adtipces, paymmsi bills of 

offloiiOs md officers (S.P.f. or S.F.F,) 

5, Beaiaa® sltb the eorrespoodenee of the i,a, 0,p,, 
ebjeetioas by bJgber aotborities tsid objoetlozci In 


panalot Oases* 

6, MalntiPaPoe of S.P,?, icoomt, 

7* dobuisaloc of A.1.1, 

8, Qsiling vlth tho dsdootions of sooioiy Amis, 

8, prspiraitioa of arrsar and 8ii|)plaiiantsiry bills* 

30* To T(tp/ort ■y.tle m tho loj^ro ajjpllcatloiu 

11, preparstioa of j/fax ©aloolatioa of Gasobtod OtCficars, 

12, aaperrlidLoa of the nMk; of JuB.S, la gaieral* 

13, To ji^tood «idit party la removing the ob;Seetios« polatod 
oat hy then oa the ^»t. 


14, Jay other wark oatragted by the O.S, or otficsrs. 




tSMarwi TO am, CLm 

U lT«paPsibloD of nouOhly bills of mlsesUsaoaaa 
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oiE(fca}>Xiabae 3 it^ i 

2 * Ir^aratiicai of ooatKly bills of QjMSBifetoi Offlosrs* i 

3 * ie^fSeAtim of list of offieisls attaining S 8 i 

yaaP# of ag«. ' -j 

4 . ^iteiaaioii of sll atatemmts of tho br#i<^ | 

3 , Haiiitgaaaoo of acrrioa rolls of tsa^Msrsrj ostsbllilnissnt* 

6 , Coaslgft»«t of elosed files, 

?, To halp the BiU Clerk in dSlsposal of objeotlont. ^ 

5, Jiy otbtr yntk antrusted hj B.C, or 0 . 3 . 

1 , Jtzction arraa^onaKrli of oocntry spirit, Himg sod ttffi | 
8 hcf *3 in 12 ie distriot. 

2 , iTd^arstlon of Bid sbe^its md tftstion register at tbs tie 
of Sneis^ jnuaX .sootion, 

3 , Brsparation of reports sbd statements for sidsiillsim • 
to tbe SxBise Ccssnis^onsri, H.f.jpLldhdbsd after t 3 hs 
«pimal apotion, 

■ : '.1 

4, Maiateiiflpoe of register aS Areign Iili|ster lioemees, ^ 

5, BensfimL of fcvoign llcfiar lioenees end roslisatioa of 
adrepos ssmej from them. 

i, Cbeedcing of tbo ozeiso dem^id sttd ooll«otioi», 
registaiw md issae of remladeaiw to tabiEdlders and 
1»b1i« Inspectors, 

f , frepsPatioa ctf the list of the Idcisices of the 
diiMLet £hr e^h tahsil s^d Breiae IhspeNstcffs* 

i, fn^sration of annual appendices end report far 
to the Bzeise Comissloaer, 
of tfiaFterly «seise gtateasots prepared hy 


assistants,; 
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SXm JPropoTatioia of orlm otmsi!B|)tii»i s^ato* 

anotg, 

12m lldntoBtfaoe of r^^igtar of reweSt^ afid oooMn^oti^e^r 
gr#il»s sapotitmad hj the Ixoiae ComissioiMr* 
i3« Qdii^eaX of revrsird ^gid. es^^ertpas applieatiotia 

aubnitted the Issiee Xnarpeotoi* ahd polioe otgff* 

14, Gorreapaadeoea regapcddog desiaad for addttloaaX gra^ 
aod tfilalaBlon of v&wePd aagpieneee aitplioatioita to 
the Bass See Goomiaeslaiw if jiQWtt eoBOeade hmiDO/*^ 

15, Preparatloa of the c<:»^Ii«pee report of the 
Mapeotloa aotea made by the offieeraw 

15, EeaeicaL of VI, VB Di^i^oroos gtoga llcwKses, rj&« Iff 
WmLm 17, m imUs lleeaoe I aPd &L1 othpr ejtoiee 
fitiaoeXleaeims Hoeaeea of the diatriet, 

IT. Haioteotfioe of regiatar of prc^ibltSm gr^pt and 
'dii^sal of ite eapmees applioaMtme. 
iBm Brnmual of Opltant 3 eO, 4 aPd 0*5 Hoeaimg. 

It. fao»iog of aOl Iresprary ohallatta of all Made of 
IsBsiiie receipts tftd tely ei^ 

Ji« KrepaTatioa of all ecssiae lioeaoes* 

33« Bell^ of all kindte of lieenees md penafiis to 
reapeetJ^e lloeasMs, 

aa* ill oorreai^deBce and reports of Sasiee Seotlaa, 
eork to the officers of th® dtetriot, 

34* fo esM^ all the dak of raoise sectioa and eadorse 
: ^ ■ wte's thareoa, 

S«aral saperviaioa of the wk of his ^alafe^s* 


lfg}j&t«ii«poa of all tha roglaters of oh«ia shoots sod 
tlMdbr d^^s^eh to Oourt eooe«ni«d» 

Z, Maiotoeiisico of ik& rsgistor of SsbIim roeslpts and 
Its i^tbli’ T6iirificatlo& from tliii fvaaaiaeeym 

X of duard fllos* 

4» Bealisatioa coispoadtioo mmmy from tbs llecHisess 

t hi brsapb cases. 

5. IssRis of mitloss to Sasise liosoiSNis la assise 1re«^ 
Cases. 

S. frepaPatioa of aad e%art peradts of flsralga 

li(|ior, 

7« Bcepsratioai of i&^ort mA eapcrt psamltg of dmgmfma 

dmigs. 

8. prepaTatiffli of ?.li. 18 piamita. 

9, fpepSTation of P.H, 4 & F.S, 5 pewits. 

10. i^-spaTatioa of aaeclse laoatbly espeadite'e stateneat. 

IZ, Jabttissioa of aoatblj ijgageroos Qrags statewnt. 

12. Krepir&tion of statweat of t^yttcn case. 

13. jftreparaticKi of fortalgl^y, quarterly sod soaaal 
giiatsseots of ssdlcMal aOd toilet preparatioos. 

14. ill t;^iiig liorlt of ssclse seeMoa, 

15. Consigaa^t of dsoidad Ales. 

14« My other ijork of &»isise sectloii asshpisd by tbs 
Xmlse olsrk. 

1. Maiat«i|pca of petrol S,a.B, ' sad L.B.O. register a^d 
its posting. 

2. FsmZm of the froasary chaOlaba of patrol doss ate. 

Bm Eeaewal of petrol, H.S.0. sod l«.9aQ. registers 


certificates. 
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4« lieioiiiil Pt Umowmm Oil lleaQe»»* 

5. CoirxvflpOB^^Ijiil rogirdiag Ishus of tli« obleetioa 
; 0 «riifl 0 atw* 
i* To ree«dL79 epS 4ispatoli of i.1 of Sasljpi amtSjon* 
7* Potftiiag of Tiroaotiry oh^aPs ia tbo mmim desa#td «pd 
ooUoction rogiarfcara. 

8 * Frepepatioa of (fiispii&plf &mim roedlpt statoKaat* 

9, Ccms%nmffiit of docidod fLles la ro^oet of polrol 
oorr«ipoadme«, 

30, C(»plijBpc 0 of potrol brapeh of oaoea «Pd r^laolloa 
of o<»|>ositiott acsdoy Srom tho liofniNMMi* 
li, FTi^aration of ▼ouohars of r»i«rd iiid oi^eaooft 

12 t M;^at«Pa009 of eo'tft perloo of li^ftor aPd detigo* 

13, ftapacPaticBa of iroaehers of pajnmt' of «ei^ prio* of 
:ll(fupr aad d^ 

14« mj otltor \ 4 Wk aa 0 %pod hj tlio laoioo Olaxlu 



1# Correapondiaaoo rolatiag: ' to Tttoiffil of 

20 Oorroapoatlmce rolating; ^ tbo mtatioa of aagmis of 
peraoim ptSPefeaa® th» laaio leifhta. 

3, GoE'i'ospoadmcQ relating to tfeo grtfxt of aow leaoa Sooda* 

4« MlpooUoneoas eoffiirloa relative to tlio ffapdi liaid. 

5, farifloatiam of laawl proportio# jpaaally lAtli tbe 
lag SEP Kah^^sO-ika rooords, Zila fariohad «id f .t.B. 

6, To coataot B.©.©, (SirSl) 3?or Sa oortada oaoog* 

7, To oontaot the IfagaP Mab(^ii!lka spd ZHa Pirlahad for 
a:^ 0 dtttioa gpd refereacas, 

8* IftjilnfcBaaPBo of Giiisrd film* 

Correopoad(»oo oolloetloa of -I* dt«r» of tiui 

GovarmuGRt frois the Kgg^ Mafr^paWka aPd 2Slla P^iid&ad* 
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10 • r«Xatteg to t&« grajat of p«ailiNAoii f»r 

ttvlilosi Waffol froportids mm XiasotMi. 

UU, Oorroiflieiiaesiee rolaUng to th« nmt eenigtoiotim m«t 
thfi laseO. 

12, OoaaignBNKit of oXoaod £U.esu 

13, Malatmaace of file# raglafcar, 

14, Carro^osHleooa rogardiog renonraX of objeettoa datootcNl 

di3X±ng the ohecdciotg of HasRil peopmety* 

1% Jmy otbsr iKitruetea hj the O.C,!le»]l or 0,3, 

aUgjag 

1, Meliitmaiios of regietore of dally reeedpts end 

2, Mftiikteaaeioe of Msllbaad raglater, 

3, lealtig ijith i^ded oas@s tudar the iot and 

iaanihg aotloes to the partiee. 

4, Sej&liag with adjudioaticm of etaqs oaaea* 

5, DeaXtag il-th refhad appXlcatloiis under lot, 

$m of regieier of Ifmdmm, af)|»oiiit»e)^ 

and renewal. 

7. Maintenance of regiater of probate ear»e* 

3, Maintenance of reglater of inapeetlei natee and ito 

; eMO^lianoe. 

f • Maintenapoe of reglgter of inapeetiona done by the 
gtapp ©ffleer of the Eeoord Boom, 

30, Madntenafiee of dtanp Officer a loto Boo3c. 

11, MalntoBance of regiater of periodieaX retnraoi^ md thotr 
anboiaidUai. 

lil, Malnteaanee of register of Unmmd and eoXlectiim and 

aXlpo of the cataee done by 'j|.l>,M, J/G 
Saspeetor. of Stasi^a i^d Eegi«lr«r and %eelftl 
$tai^ Officer and doal^ ilth the e«ee« of other dii^ln 
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U, BeapiTatioa of 
l.4« 0 ciiist 4 p»miit of fllos* 

15. HLi^eillMioaaa ecrp 9 i^?oaaeaic« r^ir*ag «r«i3fflt of 


a*'aP^ Buty, 

16» Passiag of iadoat of stapp ppepspod by tho f .0. 

17. ObsKikliig of eoaniooioa oa tluo iatets of fm&etB 
3S. Ofclw work eaifcrusted by tb» StaPp Officer* 


^ YTTIfTTT'’ 




MAX min mAHi Bm.cLm 
Cfjpigfe) » 


lisn. 

HTJaMT 


Aastb. Bill » 
Gl«*k' * 


Ibesiso Olork 
Clerk 



1 f- 

I 

f'V 

^ f ■ 

f 

'.'•I , 


t ■' f 

1 

1 

1 

t 

f 'f 


&in mm 

mi cx.m 

1 

im* Bill 
C0.«rlc 

StaP^ 

Cloek 

LaPd 

ijB(|(ii» 

sitlsa 

Clerk 

aad bis 

two wislsu 

taatg 

l&sciss 

Clerk 

f,:- 

Fitotil. 

. Ciirt 




mmmM^ mt0.jtMM.MB 

A;>agtM! .a,.Maiai 

Msgiii«.js a .srj ffi 

i* Corr«8p«tlttice of nature of tbs Qmm'ijL 

llmialgfcratioii Dspart^i^t, 

3, lespoy potitioat, 

3. Classification of irlaoaers. 

4. ^poliitaa&fc sH-S rsaswaL of HetaaPap j Maglitr&t^ 

5. ^ijpoiatttsat sf renewal of 0,S,C. md A,8.Q«08 a 
md Paosl !-.sv;’y~i'o etc. of CriMiaal aid®, 

6. Govsr-anB''t i^pegls, 

7. Corre^QQ-dsaaeo regardlfl® onqulrios tindsp p«ra 500 
of tbe Bslic# Segnlatlona* 

8* Prosooutioa of cases for violation of froaa iirfe* 

9» M>ork relating to State Guewgtef. otbar tiim 
payaent Hatter, 

30* ■rfild anlsel,' 

11, CorrssponciMtco regardiag oasss mdar 0.X,E« at 
disfcrtot 

a 

12* Asaeably qnssfciima oonseEp^ag Indicia aattera. 

13, Qaapterly inapoetioa of the work of iJi I, JJA H, 
iP»# eiork sBd 'IC.’J.O, 

14* Bills of B,S,a. (Crtalaiil) e»d his assAgtjsrfis* 

15, Eelsass of oomrlets oa pspola, 

18* Shapg® of agptes patations. 

&0 la regard to dopapt^oatal astioa 

agaiaat fillsgo Chspkidsrs* 

3B»: B«tition« r^^dlng pemlsaioa of Mroei^ta Qaaoral 
to fils gaits nader paras 3S8 to 389 of tha 
E*li«pn3al* 

19* Oorraspoad^acs r^spdiag casaa mdir 
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a[}« teT«sp}33dieiQod i^oaoonttiioa or 


of Case# of JadlislaX side* 
tim Defence of Police Officer#. 

22a Pteancial asslet^aoca. 

23, lewspd tio public ia coabaiJ^E dia^soity. 

24;. .Sraatis in a, id ±n e&ioaliioaal natter. 

25. Intematioiial JSsirfeg pemlta, 

2®, Mstinten^ce i^loMa?ica of tb© of secwity 

larlaoaers. 

27. Muj other Batter of inportanee entrueted by looaL 
eatlKirltiea. 

1, Iai<eroati»fll passports indlntitii^ F^flgtaP pasaport# 

etc, 

2, Ho objjeeH'oa ewtifioates, 

3, Press. 

4, Sewapspers spd book#, 

5, Birth),, ■ death aPd Bapriage#, ' 

S. Hepal peraita and HaJ Batter, 
f. Imatios, 

8. Corre^cnteioe idth Ghimieal Exg^niiier,, igra aPd 
: V Serolqgisfe, Oalonfeta, 

8. Kleetricity, 

ID. CJonrt notices apd annmonaes, 

11. Issue of Gltiaenahlp esrtificatea. 

12. ipy other wark satruated by the local aptharitiaa 
/ and Judicial jssiatapt. 


JU : l^e rag istaff , 


2. ^telssim aoathly, (fciarterly,) badX yt«rly apd 
appeal stateewota iiK^lttdiiig tiioee smbBiitted an fgr 
by the j.ju pwrsniag to ooHoet naterial for tlui 



4, 

5. 


6 . 

f. 

8 . 

9 # 

mm 

u. 

12 . 

13. 


14* 

m 

1 . 


?04 

trm Itofiir® &t 

of pariodical ratioms. 

ipra^layg far moathlj Boatiogs, e(HiB«raing Jadleial. 
aj#i«ra« 

Solaiisaitm of fbrtsighilT' attoadipoe 7<mij|t«r 
of ibipandary Misgiatrataa. 

£11 acneta of parUdcma aithar naoslTod froa 
aorariaienb or fllad locally ralatiiig to l^adiidaL 
side. 

Cozrei^ondeBce regsTdiiig alKips and CcnuMreial |f»t* 
jai aattera relating to Boadueys and %dmat Daptt. 
Bevieion of emt^Kse i^etsy aoBiail rolls gad 
Isare to comriots other than oa pSTola. 
l^ater . of Ityeiisg deeleratioa. 

Roster of ideatifiOatioB etc. datias of Hggig^atea 
Correi^ptoiiedaoe redatiag to Ooorta ogldag for ei^ios 
of juc^sats eto. 

PPflpeCE'atitat of statttaents as and idioa dtaMdred by 
the J.Ju 

fropigratlcm of ooples of doeunaata jdid doing typljig 

eork entrusted by 

jiy other wOTk ®strustod by J.jI, 

ill aarreapwdanoe relating to (i) fown juwaa 


(ii) aia ferishad (ili) Hag«r MahapalUca (!▼) Oiiitt, 
: ' Board and other looal iMsdiea. 

2, 3oi»dile OaSte and baokuard caste certificatss. 

3* jp.1 eorreapondeace relating to Ifodlcal Bipsr'i^MCfe, 


4* Goasigiaenta of l.j.’s files also. 


5# Tsphig and copying work eatrnsted by S,jL 
g* m% y.A* s old refer«aees* ^ 



Mil MkJi Mmm cus 

f»T • 

t 


mm, mm wm 

(5 offileiaLs in all) 



« 1 

# 

1 

f 

t 

1' ^ I ■ 

f 

I 

1 

f . 

sah iAiii 

?imm 
m 3BIT 
CimE 

ms 

w&isr 

mm. 

mm 

HWf 

IktiMSIwk. 

foiif mu 

GUM 

I 

'■""1 

: 

3 



Gami8p0adneo ^th higher aplihKxrititts. 

a, iMievaL tfid pr^aTatloa of poiacm liomoe, 
ftiplogifoo lioooeos* 

3» Isffuo of t«i^g>orsrj lijeaao«i la fam K« 

4. PrapaTatioa roaoHal of lloimotta for Pigtol# 
ahi l«?olv«rs, 

5, Periodical redoras. 

@» Iffisao of iapcart perslto ead proparatica of Uoiiiooa 
la flora TO. 

7. Sfloairal of Ufa llc««c®» ia fbaw WU 

8. Maiateaaace of registers of iaepaetloa of slmptt 

mim urns. Poison aal a|>l08iTaa jst«r» 

9« Fri^sratioa of ravard aodir Jras ict. ^ ^ 

30. Si^saasioa casas of gras llcsnoes. 

11. Dlipoaid. Cases of gras. 

IS. Heaav^ of other distri<d( licsness. 

13. Ccorraspaadeaca regardli^ 7erifleati(m of parehaipo 
sad sala of iras» aanmlticeis sad StCLploir ate. 

14. Public dsaliag.. 

1, Prepsratioa of aew ISconcas other t^iaa Rovolusr sad 
Pistol* 

2* lotlag of r^igtoatiouy rsaeual and oguesUaidoa of 
sraa licsaoes in respactiire registers. 

3. *«5«%t md despatch of dafc* 

4. %t4ng of explications for gras md dsail lAth 
ouq^iriss. 

5. Issuing iatimation regarding grant gad rs^eeticKi 
of applications. 

i, Mgiateagie® of ioard ftlss. 

7 * Sending oadira^sts of th» unrensusd lioesioss list to 



m Pr»p«ratioa of ««al Biatgmi*, 
CoaaignMUt of cIosemI 
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msms m, ti (spiJgjgAjuja) 

tfOEg to smM iii3..,iia_A3amMi 

lAgR 

Qaaeral ga|><Mnl8ioit-> Wa£b Wasir’s iiorlc;,t elKoddng ikf 

Bustar roll Baiatalned by AsBit, 
l^ir«Dak tmdar tb« mmX ay»ti«i 
0 £ uork» Or«r the etmtraiBtora ifsarlc 
if aby of Sad«r. 

2. Senior draft^ii^- Regardiag correi^emdeiice igcafk i4.th 

Mghir datbcaritiea ia VmtgfAt gsd 
sainteoanoa of oerreapiOftdMioe fil««» 

3. prepiTatioa of ba%«fcs mi ccaifelageneiea ma 
ImlldiE^s* Igtisatea, 

4. Buiiaiog Mt froparation md ebaoklng of 

lists SO<3 estlBates of petty 
projeets* 

B~ Cs|>ital and ranream aooooats 
of residentiaL bnildiings. 

CU Monthly ahd aannsl i^ateaenta 
re^ardiiig bnildlBga. 

S. To call for tenders regaftdlBg 
tfinnalji E^weial and ooordiaal 
repairs and other socks of 
petty iii^nre* 

1. To Baint^ registers regifirdiog 
buildiags* 

To dtoal ^dth refelsion of rant 
stat^eents* 

5* A- / Register no, ,11 to re««lTe all 

id.1 artieles for sale to sell 
abd deposit tbe sale proeeeds* 

B- Begister of ares abd tfMnmttieaii, 
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Co roowlYtt, ««3a aP;dtolE»ep 
forfoLtod aiid ooafiseii^ed 
fix^atrms. 

C~ Toito aaiatoatfieo «d rt^ajtra 
ai^ Issao of teats of toixriiig 
offLoore* 

i« Cast ^artoeat* To ti^e o/«r the cash at the 

close of the dajf sP-d It 
la the tfiagle ahd reiseae 

la the aext Mcnming to the 
laih W«ilr oaofli. The goal i^Kiee 
Is. 3000/- stoald he kept la the 
departaeotaPL cheat of doahde 
lock, the key of iiUl 

reeahi idth the O.O.laxsr&t. 

?. Coort ocNBpoaadk 1, To ooadact the at^e of tdit^a 

of the Court oMpoimd aad 
obtain contrast deeds* 

2, To st^onrise the eork of the 
laatt, Haalr regd^dlag the 
ia^sronreaeat of ootirt coapoead 
vlth a|>eoial refereace to the 
vork done by the gsflriiibera* 

3* Siqsarriaioa ettd lai^eotioa of 
the work of clerks in hie 
aeetioa eaPh aonth. 

4. Cleanliness of Colleetorate 
buildings end eoe^oiind. 



SaleiMte te (a) To Balat«dn the atock sad to 

receive tfid issue* 

(b) lisathly sad aimnad n^dteaeMits 
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after txom fraaaary* 

C«) jfla. otlur Kattara regardtlag 

siil«aJ»l® finraa ooacaraiin laaar«l» 
2. P®ma> (a) To prepar® pay bills ftr pxpeaas sarrars 
and orderly pocma of th« dlstrlc!t, 

(b) To fflaiataln gterric® books of ^1 paiaia 
at 3^i^ar« 


Co) To Baiataia gradation list of pooos, 
candld^os md of waitlag lisfe^ 

(d) tear® arraff^eaoata of poms iWd proposala 
for caaMal Tao«neioa. 

(•) propaTatSoa of history of s«?rioos of 

(f) Correapoadoaco «S.th TabsUs. I 

(g) To apr^gs fmr VBfmd of soeority^ of p«ma 

(b) To obtain th« aoowrity of pooaa* ^ 

(i) To Sprats or obapgo pama m dlffbroat 

dnties at Sadap, = 

(3) fixation of pi^ ajad inoroBaMits da«. : 

(k) To doal lAth livoriea md olotbii^. 

(l) 411 other matters regarding poons aPd , 

ojs^didatsB etc, 

(*) Ifeasoroa to aocur# offledmey la inferior 

oatablislment. * 

3* i^£2l|tJ2SiSlr RaserTatlm of aoceMeodatloa in 

Glrenit Bemso» 

4. Ponding roeords f 

. of .o^arraapoadmoet. To consign aie# to M^ish Eoeord, 

Stooa whan cloaad aad all otb«r ■; 

radords of tha poons# 

5. to Hortp aod, 10 .otW. 

aot otbarwiss ,^miiaiy Baatioasd.^ 

6. Pariodioal 

stataamta- ft) Porchasa of Kbtdi (te) 

(ii) So^ptloa otatfiBaat of iafsrliir 

ostabliifeBattt (ordarllaa) 


6. Pariodioal 
stataamts- 
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(HI) MmxtH ^^mmt ainrdfeoas# 

fm Piriibi^la lt«is- 1* Malsfeaaaiaee of gfeock of 

pHirisha^lo itoog. 

2, To purchase md Issoo* 

3. To get the aouthl? eolatrlies of 
glkock reeeirod md variflod. 

8» i'Jork of 

Coolies Sueepers^To sc^ervise the gsTdeo la the 

Go«rt eoapotind ahd the work of 
Mali, Coolie Shieeperc 
^6ged for the pirpum* 

9, Sal® of waate ps^trs-To condact th© asaotloo of v^grte 

pepfsts aod deposit the sal® 
pEToceede tato the B«eSk, 

JG. Tour (a) To apfreoge for criPts md to 

au-pplj those offlee gedm a® 
tour, also Ehalaai® ^>d dak 
rmaers, 

il« ffi>t «fid eold 

weather- To arrange for the Ihas Ihas 

Tattis fte* the Ccmift offlOirs* 

12« Baildiag- Under the jRaPd systeet of momS. 

repairs the Asstt, Sjadr ikaU 
he reqponkLhle flaw, 

JStt (a) m repairs iaeludiag mmal 

repairs of Oi^eetor»B resldsoo* 
(h) Bepair to eleetrle ©ad othar 
Inst^llaticnts of Kaohery eto* 

13. Pay bills- Prepsratlm of pay bills of peoa 

14, Saarvloe rolls- Maintanghce of sarf iso rolls of 

p^ais. 



Cash trapsaotions- 1, Daily tran&sstiims of eash 

(reeeipt asid paywaets) 


2. To uusiotaia register of ©sigh 
tr^aaotiaa. 
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R^gitflier ’«>* 1, Faraapftofe a*ra»#« 

3. Diet mmy to idtuoasos* 

4. ^aaooXIoaooGia trgKMiBtiomgk 

5. Credit «ffc«r iis« «lo»« of 

fF9amtrj:» 

d. 

3, Bsoo^m«mts of ad^ipcos paid fro* raffiitir 
fo« i £fm Tgimila- md BmAtp eto, #i<| to 
prapaiF® biXla Saar tib)® ssP®* 

bills so prepared sboold be 
gtil^tted to Haair aad«r adth ramhePM 
for cheekily before tbe bill is stgaed by 
tb® ofHeer oouoemed^ 

4« To trepsre daily ecaomt sad to get it 
cl^ked by tbu O.C. dsHj Odd Kootlily by 
» Colleetor. 

5, fvopBP K^ntettaaoe of all -roissbars attd to 
iasoo reoeipts of all iaotMos ext^t that 
of register no* 2 uhiob is doalt uitb by 
Hasir SadcfTo. ; 

6, To Cash or dei^sit aPOimts ia tho B|^ fOr 
all aixms over ibkaoo/* (oae peon ia 
eaolnsir^y altaobod for tbe transaotion 
to got eballap, bills etc. passed firoai 
treasory sod to acoon^ady Waib Haadr to 
Baifsk |«irp 08 »s) 

3. Feriodlcal retnma>7o prepare the periodical rettiras regard* 

log bia dep^toeot -Tis. mntlily gtatoaesd 
regarding es^enditore in eontlageQOieaf 
hot and cold yeatber cbio^ges. 

To consign s^comt registers, eonobera 
etc, to doglisb Record, Roeoi. 


3* Consignments.- 


rso9iv«d fVoK # 1(1 to aoMlt 
the r«co%>t» a»d ToaolMrs 
by tb« A,®, 

5, n. noting owfe aXlota^i of ited«» 

1. To noto refaroaisaa Affteraat 
aLlotment la tboir rospaetlv* 
regist^ffl* «»sapt tli^t of baSldJag 
vbioh is to be aatataSaed by gfl «^y 
Sadar, 


To mnlatadn asoounts of reeoipit 
sod o^^detditere of ottunr oxisra 
dafjortffiazit mdor the Mstriol 
Offlooaf if oMferastod to itasdT&t idJH 

(1) Sxsiao ood 

(2) Otafae-lot a>«rd and Umioliiai l^drd. 

(3) ludopemdeiMse Say. 

(4) MriotiltoraX iaooaie tax, 

(5) Barijafi Sa^iaysdc* 

(6) Xitteria relief to die|»la!ied paraoaa, 
(T) Land Recorda aod aisHar 9tltal^ai« 

' (8) Co^eaaatioa eork, 

I*B, Tbe billa to be delirarod to payMis iriboold be 
pri^ared by d^iptaeatal elarka and smt to ya l % 
failr Sader fbr note ete. 

®» wdi^Mgaed To prepare <|a«rterly 

Hat of tmdlslmread iteea of registar ao, 3 iiad 4 aN 
to reaiad Cooirta and offleiala ooacaraed aadae' 
ordara of 0.Q. or 1 . 1 . 1 , 

^egyaota Raid ir m coatlag«aiiiee» 

(i) To keep reeord of appoiataant ^d poaliag of 

a«ieb serraats. 

{2> To pr^are bllla for of pay to aoob 

aervaata add to a?r@pge fbr payiw^. 

(3) To obtida and attain propar ireeadpita fbr a n^b 
payawa'fesi. 


iog ^a22ir«t 


aXTamo i^r btadSag of 
Mndiag- ■ :*'^ia*«ra* 

(2) To chook tlie MU* of bJailiig 

cii<ii%ea dNI to afxaiago for 

ita pacpont, 

ID, Telepliona biUa, 

T, i, of lafarior a«rraiit», 

' m {DM) 

1, To jaidataia roitoter ao, TI and to koop propar 
accounts of S.P.t. 

3, To lirrango for del ivory of local dak received from 
af f«F«at offleos aed Courts, 

3, To pr^^e Mil fat ft'aid. of Sarrice post age add to 
enter receipt and to issue those steaps to 
Offlearg etc. 

4, To iSi'ange for special » 3 seogePs aPd <01 other 
aatters r^^'diag despatchoa of d«k (lociOL poaits^^ 
special aeegengara sPd telagruBs ete.) 

5, To Haiotadn stock hoc& of f^iEulture, 

fi. To aatotida issue ri®lgt«r of famitor®, 

7. ipTtoal vertficatlmi of ftomffcare, 

8» To Kaiataio tlM» register of Income of Coart ooa^gmSu 
9, To watch and t<ke anions for the recovery of lieene® 

fee of p^iidf, a^ rent of ohantws and saiataiianoe of 

fil.e thereof, 

1C, To gnbalt notices for fllllag up vacaacies of 
Petltioa ;ir iters, 

11, To Eieasure rainfall and to send it® ■weakly r€>porta 
.-to. 
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ddfc to frm f aJJsils aAd $adir* 

m To nots sufflnoaaes aJid to s«ad tfeea to raipoetif* 
f aiMtla. To TituTB thaa to BoaPd a»^ Cowdaaloaar 
aft«r ssrric® aad ©ftar laoting c» tli© regist«r« 

14, ^%latuaa,ntB of atock of Govoammeat cyoles md 

pgrljodtoal inspectisaa of thooa -jiiicli ar® Mitb |i®cicia« 
15* To ttai.atada TBgist&t of oyBle# md its repatPa 
aooouota. 

14* T&- aapply baotaa to Beecsrd BtKMfi* To tliojbr' 

cDlottplag, , 

If , To afctack tho bills piarc'oaaad by gtatiosMsry elark | 
darrai^e thsfiJP payaoats. 

3B, To Sot ^ual repairs imdsr Jmiiii syatMi 

of aadiir laPberj t»illdl 2 tg« To audataija Its aPoounts 
IE, Eopaii'a of Clook#, , 

aD, Kaiatsaaoce of G.P.f, aPoooist of Class IT Gorom- 
a«i»t sorvaata. 




12 




wjyf mm mom. m> QmQxm 3 i...mm^ 
vmcm tmfms 


1*. tel.aife.l,flSggi,,IflMr. 

1 . C^as l«tt«rs ir^eired gaM.ts thw t&r 
thi® perasal of O.S, 

2* Rwseiwes l>^lc aPH ttw loitara frm O.S. flPd asr1t« 

tfeoB to the 0.G8 »oeor(!ing to theJr eoateots* 

3 . ^ 8 »(|ii^tly oa reiami of letters frcm Q« 6 s iBsrRa 
thflffi to either lereati® IndeoDor or JhdieieS. Intenr 
ia scoordaaee «ltb the ffthjeot natter of letters* 

4 . Maiatgina rasters of pendhig, outgoing aKui 
iaooniag referenoes m the basis of 'whieh praperos 
a ffioathlj gtateasat for thwi perusal of 0 *ii» 

4.0.1, (City) and 0,1, 

5. Ohoj^s d 0 sqpaitcher‘s aoeomt erery day «ad j^sLoeiUi 
irerifles balanoe of servioe st^sps ia sto^. 

S. m iaehapge of SE^ligh Resord Ro(»i» aalateias apd 
liresanres etaisigaed Soglilah reeord* 
gvte.!aaaJteiliiK. 

1 , There are DapsrtneHts out of iM.oh Bepartinaat 
froB 1 to m A are dealt lAth by lenroaoB Inde*er 
igjsd the rest are dealt uith by Judioial ladessr 
(iOl oorrei^ondeaoe uork pertainiag to thee» Bepitg, 


Z, To iadex ^e T«riflcation rolls of ai^teoadaats 
ehiTiipter reeetred from various dapartiwats, 

3, To prepare aoathly e::[^lifi«tory stateaeat of il.l 
iraeh pending letters in Aich the reply is united 
(should be sutMaitted to 0,M, by 5th of wr^ry bouI^) 

4, To receive the entire cfsasignaont pertainiag to the 
office under the eootrol of D,M, (Colleetorate). 


iliwwwrflr r®<|aisltl9n®d. 

», To give refarenoos o? old Isttara ’Ji«iay«p 

7. i7«rago ^<01* 4500 Ia^«t6r9 pw* mv^h (1114 ioji^atcii 
to otii®f ofUcoa)* , 

U Beootpt of all Mlfii.al d* fSro« 

S, lortici^ of dafe i.o. natura aPd ordlaifipy 

inoludiag mlsc®ll«i;eoiis. 

3* ladoxSAg of all i^pcartsgxl lett«rs in roglgtoTi 
opening of fllas ii^iespeTsr necegsaTy. 

4. Oiaposal of all »ch lattara hj h&S&og thm Oftm 
to ded-iag assist ajcrt a# 

5, lodeslng of {^1 oardinayy sPd aiacallensoas lettars 

in registers apd thereafter their dUUf»os«l 

hy dietr&iti on to dealing asaistapte of ^la o£fiy>« 
w throi^h local (^e|>atote to other SepartM^e* 

i. leoclpt of ell Judicial letters for dliepoial* 

7* IfuBbexing of the ahove letters ahd thereafter 

intloxiog their office ®0|des in Index register and 
then retnm thm to the dealing asslstaia^s. 

Bm Eooeipt of all registered letters. 

9. Sorting then i.e, secret, ooeilidential ^d sealed 
enreryday set® orabraltted to 0,M, outright, 
jB># Opmlag of all ardinary ri^iatered oovers addressed 
tf 0,|{. sahalt them after mdsrgdng thm to ths 
\relefrant authorities tlrough 

11, Bi^osal of above registered letters m receipt back 

the officers ^er perusal, 

12, Indoscias of .iill iaportapt letters recalvod through 
registered covers in the index registers sPd there- 
after dLaposing them as usual. 




13# truBlBe o<tt^ refareaeos of Jtaiicliil aaitar#, ■' 

^Vsrega r^seaJpt of i^$ily r^aikerod t® 40 . 

Thoir diia^joset nearly 4 to 5 hottpa d'^ly* 

X4m PrftpsTatioa of pea-Slng r«f^«0S8 a>*i milJBtttjteg to 
the U.H, ularCRigh O.C.G.O. a?»4 A.B.K, (0). 
w* tMSpmum 

t, Kaeelpt of locsS- d£t frm 10.CK3 a#»* to 3*00 p*a# «id 
iipto 1,30 p.a, m Satrir-laya. 

2, Receipt of aH s®at by post all tb® deal Sag ' 

Assiatapts of Collootorate. 

3, Sort teg mtt the l.etfcm’s digtrict^ae spd di<^art«®iA— 

wiaa, 

4, Sortlqg oat all the ir^istared ahd regletaredl papools 
apd ®::^z'a3s lattars* 

5, Recaiit ' of all tols^^is, 

S, 3at«rteg ia tlue dtei^steb regigtar girlag lofereisoes 
of all letters, 

f, Itepirlng of «Talc ^3 i4th the help of dafteri apd 
than afftsSag pxopov posfc^a. 

8, Saadlag all the regigtafeiS eoraea, r^iaftared paSHW^g 
upto 4 pmMm daily ePd thea at th® olom of thm oftiam 
all th®' orcEngry eanrslu^s to pogt Offio® md smd 
toSj^ms glth • qpaoiiO. poop, 

9* Posting of all th® ragiatered aPd tel^ra® raoolpts • 
on tlte ctespatch register cgalBst relerapt mtvj* 

10* jpeoimting of sendee postage stottpa aPd totalliag 
th« froa the closing balance physSoally, 

11, Putting; tlx® despatoh regiataa? for daily chocking 
before S.a.K. 

12* Tu iSJrk aa local despateher durlEg Ida logy®. 


Ja tfe» absence of hoi® ® ©f 

tiro^flSl* #‘la»s In a»rtiag out letters pwtaJalng to « 
liiistriet aod of fie® and this tjceg a lot of tia®* 

'Sjmo tljssa a lot of trouble is to be fajsed 
in recoapdag sartrlc® posta^io fto® ^aalf Sadar jaoasfeWLjf' 
average despatch mmm to jjsout envelop®. Scaaetiaei 
oorract dea&Miaatiaa-ataB^s' are not afails^sle leid la 
that sase overvalued ataiipa are afflaESd. 

V. 

1. Frc»i 3£) a,a, to 1 p,*, receipt of looal d«^. 

% iria 1 p.a. to 2 p.a. dospatoh of local dWk r®oe%is 

3. 'iron 2 p.a, to 4 p.ia, liferaT/ Morb-Iasue and 
receipt of baoka etc,: and -^aTterly inapaetioa of 
8,1.K, verification of books. 

(fermanmt issue , -10 book® per Math) 

(TesapoTijry issu'o » 50 books end their rootlpt 

per Math) 

4. Iron 4 p«a. to 5 p.it. checking of proper (Ustributicm 
of ddk nearly 6000 pia>ers are heii^ deapatched 
aoathly other ctepartamt and local of floe a. 

5. Miscellaneous %^rk suaatlaes pMa is not 
avdllt^le. D^ver the tirgent personally aSsmt 5 
Coses in a loath. 

Thar© is m paoa attached far tibrajey work 
besides tills ihieepars snangeaMt is «d.ao naoessary. 



I? ( ^f .L..jica..JL,ga) 
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aiamiiiTXCT ,og..j.(BK nu ^frAV^ c>?-wn^s7mm 

mmamm 



1. (a) Pargajaa MfOPpox md Qh&tet^vof* 
tas: (b) MAatsaanca of reglstir of racniisitlon far tiio 
iRibordinate Coorta. 

(o) ^p|2.y of record to CopyJag BepartiMat. 

(d) Heater at ioa of files reoeived fpcai JuR,!. 

Courts aad'Oopylag Oepaertaaeit, 

2» (a) PsCPgaia Bhogaipur, 

(b) MaJ.at*3gsaT^o© of tlie regigter of reciuisitioa for 
the aubor-diaate courts, iddl. Comdseioacr «ad' 
Board of Hwemie, 

(c) S^ply of record of Copying Departei«it, 

(d) a#aftorati« of files reoeired from Gourta 

spd Copying Depa^'tiaanta 

3. Ca) Pargilia KaOpor u Sulliat. 

(b) I*l 3 iatea'jioe' of tbs raiiaisttloa r^.arfc«r fer the 
aabordlaats Coar-ca, . 

(c) 3bp|d.y of records to Copying DepartMmt, 

(d) ' HfistoTauioa .of files raoaired from i,S,K,, 

Courts gjid G spying ’>^artBMwt* 

4» (sg Pargapa ■ ^.epiir, 

(b) Maintoaapee the ro<|tiiaitioa raglater Glril 
Co»irts, : 

(c) Eestorafcioa of flies received fE-om A,l,£,, Court 
tfid Copying Be^isrtaaat fear the Pgpggaa. 

(d) Supply of recesrd to Copying Secti^^a, 


5. C«) P#gaiia Bilhiur. 
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(b) MgtntsQiipLee of roqitiiitlott re^lirtor for tb# 
ag^rcSjaato Court#. 

(o) Sapply of reoorcl to Copying l}«parfciB«afc. 

(d) Eostoratlori of files received f5po« 

Ooorta aod Copying BeparfeoaRt, 

(a) !4aint3»anca of tb© dfeocli Register of BaKtes. 



1, 'rfeediag wort for tis© Pergao# JBEbarpur, 
3. Jaediag work for the FaPJgaWi Darapar. 



(a) Receipt #id dej^atcb of ddit. 

(b) Receipt of consigned and b«i<P‘ files and tbelr 
-cfesoldag, 

(o) lyLatenapra of 3adar ragieter, 

(d) Malatetij^ice of Guard files for Idia files consigned* 

(e) Malnt«ience of Gcversaaent Books, Stationery and 
furniture, ' ■ 

(a) Kaiutensnoa of ini^oction rei^ster. 

(b) Maintmai'W© of tbe register for return of doensants* 
(o) Maintenance of tbe fortid.!^ diary of uorkiag* 

of the Record IU>on and tlm Copying Sectioa add^ecliei* 

Bsily cbecMag of tbe files needed out by the 
aaid 

ueedera/p^ i^gnatures m eacb iten* 

(e) Bally roeedit of the appllcatiena for in^pectioii, 
rettnn of docmaents and Copying and see that they 
are dsily compiled and entered in the prescribed 
r«^ister« 

(f) CkurrespondBoce vork for the Eeeord RCeai end C^yii^ 
Section, 

(g) Stopenriaimi and ^arterly iB%eeM.«nis «*f tbe 
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Utmrnm^ Eseordi Eocxi, Coaaolida^liKa Eacmrd Soon, 
Copyiae Steetloa dbta 8 b,»a, Ifea* Efl»p«r end Szlndita^ 
E®oord Boon. 

fflMnraiimicraxrAmiafxmxKmxrcoii^^ 
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4.E..E,£, 

(2) 

jw^geri . 

(S) (S) 

Copyiats 

(4) 







ziKSiMfio^ Q?:4gK Mm mK.smi.M..mm...i^^^^ 

ROCM 

mmm 

tm Malistsai^oe of roifiisitlcMat Tc^igtiars of Ijcnier Gi»itrt« 
£pd Seasions Coi£Pt* 

Z 0 3apply of rocordB to th® Copying DoparfaMBt, Ia»p*e- 
t iott licid reten ^ of (iocnaeirt'S. 

3« Eoatoration of file® m. tl» bwiilas ralatiiag to all 
Palle® Nations r«e®iir®d tbe jUl»K.» Coari® 
Copying DepaT^ent. 

4. farification of tie period of Sapriaotaeat of the 
Political irnffereors* 

A.I.K. 

i« Reoe&pt of coQgifiied record® end thaSr ^taoldLne. 

Zm Mglntaa«nce of Badgr regiatar* 

3. 'ilsadlr* of reccwrds. 

4. Maintflixapco of resistor m» 4 {alpbiil3®tie«l ragisrtar) 

EaCOHS KISSPBi (GRIMrr.ii&V , , ' 

1, Malntenwac® of inspocticwi rogisd^er, regtatar of 

retazu of doeuaeitts. 

2# IfaSatmeace of forteigMly diary of Crlainal Haeord 
Rocaa sT^d Copying Saetlon attn^lied* 

% Gh^lclag of wooded filo®. 

4, E®ttara\ of dooimeafcsj taspaetioa of records by 74111® 
etc* jtfid reeaipt of eopyiag application®, 

S» PaasiHg of f,4, bills of non-gaaetted gfcaff, 

, .'4ipertisl»n of the work of copying departanant and 
Eecord tojK, 


6 , 


# 


1.1.1. mmm lacoEBList® 

cwnsTs 

(6 in nwaStmr, mm 
of than Irdkt 
loioiiliig is mmam 
to Gr.Ej:, 

S.&.K. 

J iggirot 



f 

I 1 . - .1.. . . U 

t ■ 


1 

A.J.i.i. copngfs 

(4) 
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t I I 

lOlB! KiSapBR COPUST BUSSU! UCItlR 
(i) (Claaa If) ■ 




!• Gttswal mpainrialjM over the work of his lasiefciiitB* 
Z, l^hateiiiuoBe of ditfry* 

3. Ifiiarly laepeetioa of the L.S, tfii Tidcavi Jpeow^e 
of tehell#. 

4. jmaal taapeetioa of T^«ri escooata of moeb-,, 

5. ^apterly io^eetioas of* 

(«} let Aeelata^t, 

(h) Had iaalstaat. 

(e) A.0.1. (S) 

(d) ji.0.1. (C) 

6* Melotaaaae® of charaoter rolls of tlw* embers of 
the i*sff of latsgrated ColleotlaB aoheaie, 

7* ^tandlag to ieportsat oorreepoadBiice to Qoverasent 
Board, Oomraissloner, Board's jeooaats Offbar ^d 
A.ft, etc, th«t ttaypms tferoagh hiji, 

8, Tt s9® that eoi^lisaee of ias|>eotioa aotes of 
. fitollootoPji Addl, Oollaotor (Bi) ewd others la 
properly aisde, 

t. To arr»i«o fOr the Meetings of the TdteildiTs sad 
iffeher offbsrs wheaevar these aay he aecessdPy. 

Wi * To arraage tm- the aHaoel auaetlnig of the Dlstrtet 
®M®ii«ey|®&od lalief SmBilttee- 
SA* 'b Hitoh px*^araticsi of relief proposals a^d their 
: sebiission ia tiee, , . . 

%2m To watch tlady esihabsion of periodical retaras, ■ 
13« lay other wcark that may be eatraated. 
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A.CJ1.1. tK) 

i, of roeaipt, da«pateli gad aoiraaont of 

files regigtws* 

Zm laiatgriaaoe of locooats of and Br^snee 

prc^arty, 

3, 3ati«i#sljoa of fortolghtly, cfitSPtmlj, idx aoal*lily 

a^d tfsoigL giigt«»BentiS relatlog to gsd 

Irajmee property, 

4, Hatatenaaoe of aseounts of S4 Faidiie relief, 

5, CoB^ligooe of audit iniBiseotioa aotea relgliag to 
W,C,1,F, aad drat ittioos relief, 

6, CkM^llaOce of the simtes of the neetliaig of the 
iiatriet Beergeocy Belief CoKdttee, 

7, Maiateoanoe of ioeal Bind ipocuats sP^d eonpHsPce 
of aPiflt iaspgctloa notes ooaaeeted th^evith, 

a, Garreig}oadiaoe cooeming Tillage fmi&@ test iMrlc;, 
i* M»f otfa^ sfirk eatragted* 

3* gi,„.Asaa,fcit 

1* BropaPatioa of pay Mils of oolleetl«MB staff. 

Zm Preparation of ocBatSagent hills, 

3, Preparaticm of wmthly statwient of expeoditnre, 

4, Oiffii|}liaPce of the orders passed on the inapeetion 
jBjte otmoemii^ pa3««it etc. 

5, Ir^sratioii of 8tat@>e<eat of esoesses aPd sgriags, 
S, ISM^aPatioai of bn^et estl«ates nadar head t la^d 

BeTeaoe,pertaiaiag to eolleotlon eatahlis^eat 
and coating^icy, 

f« IMaiateaaaoe of t1» fOlloiaiag r(^istar'«- 

(a) Bill Book. 

(b) Begiater in fora II 

: («) Register in psra 47 i, 

8, Registar of coatingeaacy, 
f* Jay other isark oatrosaed. 
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1» Bftalteg nitJi fa!k&v± ifsmmtm- 
Z. Suteission of Imdlgot m&m boad XI liaPd 

Efl4i«tiae reoaipts fabtfri. 

3« Sabnissiott of sis: » 0 i£bli 3 .j a^d simaad. statuntais of 
ItsPd EaraaoS;^ Caoal sad f jcsri al^. 

4* Ma^teaaaco of tho follouiag r^istsrss- 
Ca) liofewar r^istars, 

(b) Eflgistar in fora STEI. 

(e) TAari registar. 

(i) i)aily eollootioas w^igliar, 

(i) Bsgistsr sboid-ng su^soasion of Tabasi losas. 
im Doad stock regisfesr. 

5* JmnaX r^onciliatloa of Tidcsyi aoeoimts. 

$m tto^r^ 'iiitb all oorroG^oateoe oonosrQ3j^;tik4rvi 

aabtsrs* 

7 . j»y other work* 

CSI 

1, Maiateaaitteo of aer'^'Sce books of all tb« i^iob^a- of 
collaotion brutes* 

2. Multtfioaiaes of personal fll«s« 

$• Coopliepce of fard«.'3 of Inapeetion aot« omoemlng 
astablisbaflat* 

4« f o track ooi^Uanoo of inspoetion notes aado by 
the Board of lev sane, iyiikt^ illejsabad HaUdal* 
aiadit party of A,{1, office sad aailt pserfey of 
ipcotints Officer, Board of Rereaua, 

5* aabiissiUsi of stateweats eancerndag establfeteent, 
§• Stateaaent of paasioa c^os, 
f * Maiafeeoance of the fOlloslag r^^atersi- 

(a) Gradatiffla lint; 

(b) Hot of approved ojf^dldates. 
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(o) drdir book, 

(d) I8.sdlplin«ry jaroceeilli^s raglgfc«*. 

(0) Eeglfttw of pmsiaa ews^s. 

(f) R«gigt«r of sariows teigiiliserttioB* 

(g) C&mA l«aw Togigtoar* 

Ch) Deatling udLth coacroi^joiKianee relatlag to tba 

oolloetioa ogtsailiafeHaat, thotp loajro aai 
probation ote, 

(1) Maf other isork entmatod. 

1. Bailor poating of l<.B,y £»d Te^eori duos. 

2. HrepaSPation and gubadsadon of fortnightly^ aonthly 
(pd c^a^terly atataaieats ooncerning L«B.» Canal 

TaJra«"i ate, 

3« MaintmapKse of anrplns apootmtg of li.R.], Canal and 
Tidtaeri at®, 

4, Sidatiasion of atatwaant aha-^g short realisation 
of iaterast, 

5, aiMLasdoa of gtatmaat of TaStaisri loana of enrsr 
KaDOO/-, 

8. ^ataiJ^t ehoaing Mt B and C category of L.R, and 
igriottlturo Sfiwd 3toi*o does, 

7, ¥«ifleat:ioa^ of radttotion sPd roni^ion of I*,E, on 
l«g!i*st aPqpirad. 

Bm my other statemants that asr® ashed for ooaeamltig 
GmaH md f^mn a»es. 

f, Gfflapliane® of procaedlags of th® meetings of 
Tahaildfi^s: and of oth^ inspection notes* 

ID, Corr«i^oad®nc9 relating to &nd GmsH, 
ll* my other -siork ©i^rTisted. 



1, Bealtng with mlseelletteoas recovery fll«». 


Mm of 'statene^^ of alooolloawiii^ 

3* Statwoob sho^ydctg MiU’iiliio fvawidmii ftod dam 


ajad its ▼atriHoation. 

4, Mi^ntesiariieo of roisters of Bdso<aliiniseRis 
re«ovQri0B. 

5, Midntmagice of despstch register ralatlag to 
nisoslloaeous roeorarios. 

§• .JBy otfeer ^rlc ontjfastod. 

8. MI8GSLLIWSC03 CIMK. 

1, lo holp tbo 1st AssiitiPt ia th« proper ation of 
pay bills. 

2, Mainteai^ce of Q.F.Htad ^Iseoimt of Class IF Chnrt, 

Bmnrmtg md sabmisslcm of gtatsaaniats ootKMteisd 
th«p«id.tli, ■ 

3, Malat^aPC® of th« followtog r«^ia(t«r#i- 

(a) of bills pres®at®d ta tbo fraagory. 

(b) Heglster of fOTas, 

(o) Register sbowiag Monthwisa and Tabsilwii^ 
of Colleetioa staff* 

(d) aaglatsr of B.1S. ». 

4, Mainteasace of r^istar of 'U>% dodwstioa towdfds 
aewayity de^sitod Ifcy Ipdaa* 

5, Stationary register* 

S, jBiy other york antrustad* 
f » &mtiae €?leiEk ' : 

1.; :ill; typdng sork bf\-tha of^ 

2# Cottslgament of all record. 

3«; FassSag of b5,lls*^.. 

4* ipy other work entrusted. 

Besides the abora wery dark td-tb the omoptim 
of 6,l,Ju should »iAataia his own guard file. 







» * I I t 

* t t f t 


js^iai I mm mnmi mniii 








1, Saperrisita of mcwI of l#*l,Clerk,Q*iling slid 


Clark, 

^ lospaotloe of Ragialirsr Kanoogo, i 

3, Xna^eetlcRi of Sad«r Fatwari Raoor’d Rocii, 

■ '■ ■ ■ '''"I 

■ ■ ' "'"I 

4, In^actiw of Crop Cutting aaparinwaaffea* ,! 

5, Somtlfijr of diarian nod drafting of sen:d>iii 3 r rapirt, | 

6 , 

7, Malataaaitca of Fatwspri ragiatar, 

8. Qradatim list of Patwaria® and KaWiaJgoa. ; 

3, Ifaintenie^e of cbaok reglstar, 

30, Malntana^o of stock foodk of surtray Inatrujamis 
and tb® atoek. 

11, I%irt«ntgp«« of Hat of approrad candidates to off- ; 

ieiate as SupafTisor ijpuago, I 

12, Halntmancc sf list of patwaries for appilnttwat 

as Aosfct, .Ragiatr^ ZaSungo, • 

13, Main-neriano© of roister of tmailflod lokl^al 
oaudldatos. 

14, Chocking of statistical returug received from 
7ahsila»aPd drafting of ©iiplanatioas of v-jptgtima 
and caplaaatory aoaoa, 

15, Checking of intiMts of lekbpaL lalxmgOi iffid 
f&rms, 

Ifi* scrutiny of eos^lispc® made on iaspoctioKi note, 

17, 9«\ft3iiy of ejplaaa'^oraB ©atrisa to ba made 

in paragaa bocks reedvad trm Tabails b®lb**« 
swbaission of 3,0,08. 
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If. Sute-aaion of pTOposals ia lasers g»a ofchtr 

SO* Wotiiog and draftii^ of iB^portaHEfc fil«a* 

21, Tfoblng on Tgfrioas teclsiical point# r^md by 

S.B.Os s#id otbiw Ispd reooPda staff. 

22m Gbeoking of badgst prapprod by lt,E.01flr1c« 

33. Kaintsac^ce of disbribatim list of lel%»ai eirdla 

bettueaa S.B.Ost Ta^ildars abd Wsib fdtsildbrs. 

24. %aiaation of lii:l^ala slid 3ap«rri«or Stfnngos 
for hlgh«r post#, 

25. Past lag of cmrsetlon slip# la band Booordo Hgnaial 

26. .^dmlsaim to Sobool, 

27. Qedaq^iiimial ll^re-artodk ossigais uorlc. 

Drafting of jtfiaual and gaaar&L admlalstrati’r# 
rsporta (P^a 582 of LaPd looords Mi^wial), 

29. M.slnt«0i^3O3 of ' 3,E3 ' M.rela »^s mdae psfA 48i 
Lrrrd Bsoorda-Mantti^ 

30* Supawisiwa o'/er tfeo aaaesaPMint of \Litftdi Her«aia« 
in aHwial ■rillsgrs. 

31, aj^errlflion and iaspaetion of offSao 

as 'Soctloaal Hoad* 

Lrm Rggfmsa SLsaK 

1, ’fotlag and drafting of tardlnary rofaronooa* 

2. typing work. 

3, : Maiatenspea of of jElcs files. 

4. Maiataasfic© of sasrbio® book and cbaTiaotor roHa* 

5, Maintsa'^es of Ghack r^iat«r. 

6. Pr^sTatioa of lind record# budget. 

7, Oheakiag of t.i, bills. 

8. BpepdPatioa of pay bills of I.,!, staff «as>ladii« 
I«<^bpals« 

t, Hairitansjioc of - gradaftlon lists of 3,1# ' ind 




30 * lyUiteiitftee of Hmt of 4 > 8 »Ia 

ofttodating ehgjQeas. 

id* 1 M7 othar uorlc entrusted by the eiitinritiee. 

' ""-j 

t2m Siouidiered Hat ate ifst 4ox%« 

. 

li*. BhoodsP work, 

14* rel etiog to Land Secords SeotlcKi, 

1, Ma&nteBigioe of ref later of s£ET9s 6P8 clalffl and | 

register of inorasents and dedaetlon of lii%>a3.s j 

and diaposdL of oases. 

2. Madnton^ica of gn^d files snd B.Os, ■■ j 

3* Reee%t spd despatoh of 9a^. 

4, Collation of atatlstios. 

5, Maintansnee of raft star no, S7. 

8, Malnteaacace of crop-ctrttlng ftlea, 

?• preparation: of to^t of ftraa of Inad reoord^ afeaff 
8 * GmalgaaeJ^ of files, ■ 

9, irepaPation of salary Mils of Liffid Seoords staff 
i,«. of lelchpalB. 

10 . mj other work eatrusted by the apthoritles. 


* 


* . I 

Land l^ecnrds Clerk Addl, Land Heoords 

Clark: 


iL,iiSSlM 


t 

-: t 

' : ^ t — — — - 

I t I I 

LA® RBCCSms Asstt, A^t, Reglgtrar Land Beeords 

CLiffiK E^lstrar l^oungo n Clark 

Eanungo/I (lead 



iUMlas 
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lapi. E®o«?4s A.I,T,/ B3.K, SHlflOW 

^otet * 

Cl^lc, » 

I 


hmi Bofoans 
Svetton 

t 

I 


Z.jL OI«^ 



» I 

Glarlt 





1. .an'i:«iraffcing» 

Malsfl'enetica of Aoootmt md ooaaaat^d flloi. 
i* Mjastsaat of . 3 ecom».t« 

4* fr«p«ffja1;i®a of vc^chora aPd ollla. 

5. Maintenafice of Latid Keglsfears.. 

6» Melptoai^a of S.B. ?^iai»«ra, 
fm Pairrl of eases la Goorts md pr(^aratliMi of 
aaTTatlres etc, 

S, frep^atlon of espaadStara stat^eiiia.' 

9, Misoell«i«ias work, 

30, Sipasrrisioa of office: 'wxric, 

H, Tjpe tisark, 

12, PrspaPation for -Iraft awtfrda* 

Jaaloar Cl. ark 

1, Hateaiapce of aioa# 

2, Waiatefflitfsoe of aiallbi^d ragigtar, 

3t, Eeeslpt a^id despatch, > 

4, Malisteaeiee of £Ri^easio&, reniaaim md apiaXdaarapuid 

ragiat-ar,. , , : : 

5, Keepi^t^g of irrlgatloa f3le.3, 

6, Pr^aflCatloo. of aofeifteatlaoa V« 4f ^ of a,.4, 

flRd 117 of li.l, let, 

7, BrapaETation of atataaeiita, 

8, Corran^oadmce, : ' 

9, Typiag -saork. 

10* Mlsoalloaeaua -tfork exxtmated to bin.. 
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Mm MlTlSlTrQ^ 

1* B?«p«rati<m ot eo^teansation s^ataaaat* 

2* Prepa?'a^iOTS Khasira Kha'fcatml of pPopoaa^ 
laM, 

3. airsfaj i<iortc, ^ 

4* lliaesllefiaoua aork antruated to htia, 

mmm 

To help the iaia in kig work. . 

Mtacelleaeoas work* 

mm 

1, DiatrSbiitlon dak, 

2, Hi'saolleneoaa '«irk« ■ "■ 



fo mpatriaa tbm raeoTcr j at 3mL0g fgx ^ par%l«alti 
S* 7o ansore tineljr dat^s^eh of gli%tfiiia«ata« 

3« 7a mo that eolleetioos r@eo3*dis siFo prepmeljr 
iiiilati^s«d» 

4m f& ooa^lj with tho inapseMoa not«s rseordod hy 
sap«rtor oi^iears ahd 

5« to gaperrlso the uos^ off th» gtaff otig^ei la tho 
mck ooaaeoted uith tho roa3.isatiim of Qmmemumh 

6taO»m 
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%m Wt vl31 bo rds^jonaible far oollwstioit of SapL«« fax 
tern earrwrt s«id dissolTttd flxi^ In ««<riors 1X4 
XT and ? and vill msore that tha aivaom^iag sM 
otbir inefferuetions grs fnllovad by tba inieui af 
tbaga actors mdar bis cdijergs* 

4 io will obsok 100% ths entrlss at dmtsad in tb* 
dUnaptd z'flgisbsr of thaso aaotors and fdll bo 
rospoQsiblo for reeanoladiatiaii of the oBOoinito of 
i dooand and ooUeotions of Soles fox of tboso iHKsduxrs 
oltb tbe reoord of tbe Solos tax Offln«ri* 

% Bo idll oagore tbe t|)todats ^stlnga of eollootioiis 
in tbo 6mm& X’ogistiry posting of iten otibarviso 
diepo^d ol^ and vUl obook tben cent poroant* 

4* JiUi idlX cdiook tbe aneomts of tbo mins of SeotMars 
Ha X!I» XT and ? ones a and ^&L1 engnro that 
tbe> iiiomts coHeeted In tbe vumth is doposltod 
Into the troassiry daring tbe sontb posit tr^y. 

5* le sill eoUeet presoidLbed pareent^e of ooi^^s 
and sill, o^are than uitb tbs amseLtarfolls* 

#• Be idll inapfiKit tbo «ark of the ^nins and Clerks 
of tbese ^eotors onoe a «$icrtar» 

7* He idll Bake iHtqfal^ios vide 4i/84*olla, 

177/01 dated 22.ID«i4 in eases rapor^d to be 
nntrseeij^le by the ipins of tbese Seetors and aiball 
visit the ©iroiea of Aaios to pnab up collections* 
8* He lill attend the office at 10*00 aun* on anrary 
’Marking day and •will apprise tbe 0*S.0* abo<^ tbe 
igcark dbne by bln and bis Jpilns* 

9* Bm vHl send fbrtnigbtiy and nentbly statments 
of eolleetions of Sales teat and eill anaore 
aafctananee of register of itesidse ooHeetiofflSi 



yagistar of otharwiae dtlsposaL, ragisAar of 

jpd regitftar of inateaaoat oasea Jiliiuise aod SaeteriiiaMi, 

30# H« win madntid.a forlaiighfely tHeipj in two yols«®f «a 
fToa^ted ia the eoUeotlim lfaPni«3.« 

UU He will gohelt his tcxir progrsime with the 0.jS«9» ead 
the progrignei of hie jplae* 

12, He will atpition ia hia dii^y that the Apiaa i»a Glerka 

hia ohayge are piro|>«rly dbiag the work fertaiaiali 
to poatiags of eolleettoi && he will 300^ 
eheeking of postloga of eoUeetioa aide* 

13, He will check Idle oatriea of %iflraB<3Qa of daily 
eoUeotloOjt eoflrcire proceeaea regiatar, aecmrity 
ragiatesr, ftea regiataar lE^d will eaawre their tgitodate 
ealatec^oe. 

14* Be will be responsible for the maiatadaho® of Qhe(|ie 
registar of the sectors allottsd hin, 

IB, He will perlbrK aich other duties as md ape 
aaitrusted to hie by the 

1 «, He sball look after to eoa^jllacc® of inspactioa notes 
of aboonota parties aod aeiperior of f icera about 
Sslea fas, 

17, Be ahall also dei^ wrildi establishaent of Sales Tax 
colleoMons staff, their gppoiatnisiAi, pty bills etc. 
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□1. lfatl> IJnUiUr 11 

1* S» Hill b« rei^aalM® ooli«otloa of Salas T«« 
tern mitrmt md MBmlrod firas la Saotora 7X' tfid 
fH md will saaare that the uccotmtiag and otSiar 
iajjferuotioaa gpB strictly follo«od hy the MdaB ©f 
%imm Saetcws aader his di«^a* 

2. Be shaU cheek 100^ the ea1%’iea of danstad in the danan^ 
register of these Seetors md uill ha re^^imsllila fhr 
reeoaeiliation of the aoocnnts of the dasePd sod 
oolleotloi} of Salas Tax of thasa Saetors with the 
record of the Sales Tax OfWeer, 

3* vill ensure the nptodate postinga ©f colleetions 
in the desi^d register, posting of Itaiia ol^arHlie 
disposed off and will ehedk than cant paroant. 

4. Be will cheek the aseounts of the inina of SiMtera X, 
?X and fix onse & wa^ and shall ensure that the 
aPKsnit eollaoted in the aonth is deposited into the 
Traasiffy during the noath i^altiraily* 

5, la will oolleet presorlhad p«raciitage of eoupcnia aPd 
idU otaapare them with the eoontarfoils* 

S» la will Inipeet the woik of the Inins n^d Clarks of 
these Sectors (we a tparter* 

f* Be ihaU Bike encfiiries ride 44/2 Colin* 1T7/43 
dated 22* 10*44 in eases reported to be rntraceahle by 
the imins of these ^tors and shall visit the 
circles of jains to pnsh up colleetions. 

8, Hs will attend the ofElce at 30 a*ii. ta» «rary working 
day and will apprise the 0.3,0, aihont the work dene 
by hlai and his IPins, 

9. Be will send fortnightly md nonthly statanents of 
oolleetloas of Sales Tax sad will miBire aaiatanapee 



of of Iteouts© collootim^ of 

olliiKiiiiA dUgpoaisSlf r^igtgr of cums md 

r&gigflim of Xnatalraoi]^ oaa« aPd Sector«ia»* 

30. 1» gilX aafctaJa fiopteaigfetly sJlaipj to two ToaitaMWi 
igi freaoribed in lii® oolleetl<to KgatiaXw 

13* He 1431 submit bis towr perogramm® iltb tbe O.S.I*. eed 
the iffograraae of his Imto®. 

12, le yill aeatisffli in his dierj that the iains 01«lcii 
under his chagc^a ere I^operlj doing the yosefn 
pertaintog to postings of oollMtioai} end vUl mdse 
SOOf ehedkMg of pogtis^s of oolleetion side, 

13, He uill eheek the entMee of meooren^ of dally 
eollmtiono, pmstsdaSM' ^ hie Seotore» will ensore 
eo«|)li«iaGe of the inspeetion notes fen* ell the Jtoine 
lOd offloe and will aaJatala proper ajseounts of 
receipt hooks md used ccmterihUs, 

14, Be uill b® rasponsdlble fOr the maiateaenoe of cheque 
regisier of sectors allotted to hi*. 

15, Be i411 aatotala a register of profiaioaally 
irrecwapabls ±%ms of' S^ea Tax md 4ia31 easnro 
postli^s of remissions esses 'to the ragiater 'for the 
entire seven ^Sectffips. 

Id. He sill perform such oth^ duties as i^d vhm ere 
entrusted to hto by the O.S.B. 
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IT. gpiis aua 

1, MalnteniiRoc of MLll fllas of Oororniont *»«. 

2. CcffToiqpoadsneo uotIe. 

3* Bo ifUl oiij»iro tliat aaBoomts of iloniPd aDd ooUoctlaa 

It of S^0s t«x sF9 Kalataintsa properly by tbe Cilerl^ 
eaioemod in Stales Tgx oolleotioa offioo, 

4. He yill iajipect tbe wwk of all Sales Tsit Clerics si> 
leaSfe tmeo ®r.«ry 

5, He lyill be reapaaslbl® fbr correct a»i tiaely 
preparation of perlodioal returns and stat^ents of 
S^ea colleetiona rid® per* §8 of the Oolleetiott 
Manual* 

6« He eill be reipai^ble fOr the accuracy of eafcrlea of 
denapd in aH processes* He eiU sigm erery iroeeae la 
tokim of its eorreetness and uLll pat up before 
issuii« aatborlty. He id-ll aaliitsin prcwMOises 
register* 

f. He t 4.11 fflaintsln a roister of oouptma as pro«»sibed 
in pare ^ of the Colleeticm Mapnial* 

8. fide Para f S of colleetlm Iftfiuia he idll be 

responsible for aptodate f^acorate aisintea«io« of 

the follouiiig rogisterss- 

(i) Security register, 

(li) Hagistar of fores. 

(lii) Seed Stock Register* 

i br) Bill Book* 

▼) ^(fiittance Soil. 

▼i) Service rolls of peons* 
rii) Qaard files. 

Ylii) Register sdxoeing antecedents of Mins ahd peons, 
ix) S^istar of iteaT^-s® collection of Seles tax 
Seetoruise and winthvise* 

(x) A register of d^atid and progreasire collection 
of Sales fax* 

(xi) Coffipliaace of laspeetioa notes* 

9, Madatmsiaoe of the register of rewrery cirtifie(#ea 


received firon other districts. 



SiLSS tilCIM 


t* of dedc. 

Sn Bitqpaleli of tli« d^c, 

3« Eoftrooee roglgt@r* 

4* I4y.»t@n8iace of gogrd fSloa, 

5* CrisioaL vo«k slid maintgiaiiaco of thaJr rtgiaiitrs 
md propor&tioa of poriodLoal irol^oma. 

i« W otli«r vc»k oQtraated 0,S.B« 

lHEt.„..sdLo.a.?igJ3.M3s, 

X. Bo «dIL AoSataia tha E.C. ros^osrs of roecrraery 
fSlas of Sactcara I aad H, 

Ho viU Aa^a tho aatrioa of pogtiaga of oolXoatlcMMi 
ia tho dataaPd Tsgi^ma of Soetora t md ZZ. Bo 
THill ffiaka oatrioB of oth«irot»» dB.8i|M>saI-* «at»»» 
in t'&oso rogiat>«ra« J1& tho dwgcid rogiatar ha iB.ll 
alao Btaica aatirloa of inatalaiatiik oaaaa* 

3» Ha iB.ll isaio authority lattara to iolna for 

raalisatioa of Salas fax in raapaoi of tha 3»otora 
allottod to hi, • 

4. Ha iB.ll aide chock th# aceamts of tha Aaina of 
Sector# I and XI and will ba ra^oaaihl# for thair 
oorraot aaint«aiaaoa of apoounts# Ba wiU also cha^ 
tha aoatKly atataaeata of tha aaetora allottad to hti 

5. Ha will prapaTo ragular parlodioal retoma on tha 
raoaipt of tha atataaenta of thair iains m ethai 
S«?«0a duly chackad hy the Baib Ti^sildara. 

6. Ha will maintain tha itaawiaa liat of oolXaa^oaa 
othariBaa dlapoaal, stay OaaaSf inat&Lmwta oayiiSy 
in raspaet of tha Sochara allotted to hla, 

Ha will maintain the aho<|aa r«^atar of all tha 
Bmm Saetora* 

8* Ha iBli Anintsin the r eg later of tha raeorary 


(3«rtifji0i^o amt to otb«r Talisilfl of tho digtriet 
gai to othar district ia ro^ieet of tb« doolW's 
ip-lottodi to Mffi* 

f« Jksxj otber work eatrugted by tbo 

1* l 0 wiliaaiHtsdJt th« E.0, rag itftaira abd vmmmj 
fUas of Sactors d gnd IT* 

SL will aako tba a&triss of poatiaga of ooUoetloBii 
la tba draond r<«istars of Soetorg HI mA XT* B» 
will fiCLso sssk® tba eatriag of otharwlaa diapo#«4 

atgy oaaas, instalaoiifc eggea md th« o««as ^ 

1 .’ 

, trgogfarrad to Joint m«|iilry atgff la tb««« i 

•'',4 ■ 

r.ijflatars* 

3, 3e will is3rta guibtwlty lot tar a to JuSaa fur ■ 
raalizatloa of Sadea Tax ia r«ig»#ot of tiio aaatora 
allottsd to bla. - 

4, Ho win obaclc ms± tbs aoootiatg of tbo Aiktna of 
SoetorB HI spd XT apd mUI bo roipmalblo for tboSr 
eorraot saintmaaoo of aooQonta* He itf-U oLao ebodt 

tbs laoatbly statemaats of tb« Sectors gllottod to IiIjb. 

5, Ho will aaitt tb#.' rag iatara of reoorary 
oarti^oatsa smt to otbar TdKails of the diatriot 
god other diatriota. 

tiaftboddacffialadaclB j^ 

ilKliaii 1 II dilti I dtti 

6* Be v;Ill saint aia the Itmwise Hat of ooUootionay 
othorwioa dl^oaalj, stay oe^s« ingt^noiit oaaeai 

'■f- ■ ■■ . ■ 

la rsi^oct of the Sootora allotted to hl»* 

T* Jjy other work entrusted by the Q.f,®* 

0* Maiatenmc® of dead stock, itett spd jglaMoairy 
register, 

9« Ho isaiataiii mmsmmAm rai^ator $i 
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TSti fiAcIs 

i« H« wlli aaiatala tbs R.C, roglgtcra tftd vmavmf 
fll«a of Sector V. 

S« Be iiiU aa^e the entries of |>osting8 of ooUectLoiis 
in the demand roisters of Sector ?• Be viH sato 
entries of othevelse disposal* at ay cases in 
registers. In tbs densnd register he sill also 
ffijee entries of i>3stslMnt oases. 

3* He sill Issue spttority letters to imSnn for 

raalizatioa of Sales Tax ia respect of the Seet«rs 
allotted to him, 

4. He win check the nccomita of the Jilas of 
Sootta? ? and will he reapoasl'ble for their eoapreot 
ttaJnt^a^oe of acoomits. He idll also cheek t&e 
monl^j statemants of lie Seetors allotted to'hiaw 

5. 1® will ded- with the esta^nahasat work md wUl 
aaiatsia all roisters omieiniiig to it. 

4m He will ffialatgia security registar end sefflirity 
files and the sBoounts IDS dednotioas. 

7* le will Saint sill the itettuise list of eolleatioa% 
oth«rtd.ae dlsposilj^ stay cissis» instalatent eases 
in rei^eot of the SNictor T. 

8. Be id.ll maintain the register of recowery 

oartificates sent to othar Tahsils i8»d distriets* 

9m Sdj other -york entrusted hy the O.3.D. 

inx^.Sales faxQlerk 

1, He idU aaiat&ia the 1,0. registers ¥I add TH 
and recoirary fllos of these roister#. 

3. Ha will entries of postings of eoHeetiims 
in the demand registw-s of Sectors fl end TO. 

He will make ©stries of otlwilss disposal staai' 
Cases* Cases id^h hsra hetaa trsPaferred to loiil 
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gi&aJtS la theaa roglgtara* 

3 « He vlXl ljss»« dofehority laltwR to jbtSaa 

reallaatloa df Sale a Tax la of Seotor* 

aJlotfeod bo him, 

4» He vill ohwib the sonottata of ^ae of 3o0tor« 

?I fitad IXE and idll be ros^jooelblo for tbaJar 
eorreot malnftea^noe of aoooaats- &o olll also 
obocsb the tamthlj k ststsnarits of tbs Smim§ 
^ottesj to blrai* 

5, I® ^411 aaiatala tb® ItiMiiils® list of eolltaetioaii 
otbiryis® dlspoaslit ®ta^ oases «id lastalatsat 
caaes in voaiieot of the aeotors allottsd to bis* 

6, H® 'Jll acAntaila rocslpt book register sad 
also issra© raeeipt books to all iadas* Ha i4ll 
alao aafetaln the used oenaterfoSls, 

T* Coi^liipc® of Sm^eotioii nofceft. 

8. H® will oaditaia a ri^iater of prlaa f«8l« 
irr»«ofaiFal>le items !a rai^»eot of all the 
saotora allotted to Ma, 

9» 1® ^11 matatiJa the register of rsooverf 
oartlfioataB seat to other TaNils sad other 
district in raspsot of Seotora allotted to hia, 
115* i»y other work satrustad by the 0*3,B, 
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Keoovery Section 

( mUi ata-fl 
1 


Offie# 3«itifi; 
f Maotmba staffs ^ 


• ^ f*' 

I*T. (J1 5a no.) ,ir,f4^ in ao.) 


Wmim mrn^ , 

« -ti 

€!«*§ ( 5 ) 



3U Btmble lock treps^iono* 

2« ?«i8ifiQg of bills etc. of aaaotted Qfficors 


sabKittod by fsssiog OlsTks nos. IM ZXX. 
aU BieQNMstloa of Sah Xreadarlos* 

4» SuporiatoiKlszit of S^ii^8« 

5»; Offlosr. 

#« 6erroa|>oiadlttao« rolatiag to 1 bo 5 dbov»« 

T* Oonaral sB^joanri^oa of tho tvmmmsef* 

S« Mflttsrs ralatise; to ^itijc^liabBeat i««, ip^lsitniiit 
lofl^o# pironotioa «to« 


1. Passing of sgfcablii^snt biUg ottbulttsd by 
Passing Olorks los. X spd HU, Xl «pd I. 

Z, Pirspsratioa and aabitissiim of aceooits to tijts 4,11, 
% Passing of S'.f.liotas. 


4« Pass Books sPd irerificatifni of ro<i»l|>ts» 

B* !ialnt«a4tf»s« of Trsaswy records and lleedliig etc. 
4« Caisaal leaye iPd attendsnoe regiatsrs* 
f« freaimry fbzas, 

i* OorreapondaoK»e relating to 1 to f a^ore, IR I to 
IR fl^ PP I to IP ?X («3««pt that ]^«rtai.3alni to 
m f.) 




1* Passing of establi^teent billa «to, saboitted by 
Passing 61erks W to PH, 

Zm Qisbnrseatiit of pensions, 

S, Passing of Braids etc, 

4* Passing of aedlofll refimd iei bills. 



5* ai 9 «rfi«ioa of poriotEoaL z^mg. 
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6, fggsia^ of challaes* 
f * 3ap«rriglon of dfia^atch of ftoa BJf* 9« 

8* Cow^spoadoac® rolatlag to %, i to f aJHWg, 
C.E. X md S.l. H alao C.f. I a»d O.F. IE, 
¥,1. a»d 


#■»# 
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!• Ftti^ng wf bills mpto b.aOO/«% 

2* of iocount * s daSl y baliPoo iSMNii»* 

3, Slgalag of B,M, 9 farm ptap^d by CsabPal 
fOastiE® Gleek swd paroiTlaeiiDL pogfelag Clorfes 
■ ttoabsr n ssad HI. ^ 

■ 4. Q«ti«r.ad. aup«prlflic« over tb« st.aff md 

iirrafigenetil^ for |>rooaric® fbrasj sfcsttaery^ 
fbxtiittiro acid other materials. 
i« Gheehing of Gecb Books Caitral Saoladlng aagjeanri#- 
ioo wer tijifl£Lyp eowraot s»d propsr ^stlag of 
dsHy rsooafita rolati*^ to aiboro. 
i* 3o|»rri«i®a war tJ»«ly daspatcfa of fbiums IJBt. § 
of Ceotrsl p^pu»nt Sootloa. 
f • Stiperrisifm over dlspog^: of oorro^pcndooeo 
relatiag to Oeistri^ reeo%t epd payMot {gad sU 
rstfiisltioas for carrectim& sod statoaemts 
relattef, to th® sewtloa. 

8. Ghoelciitg of the monthly list of psjfxemt bsfOrs 
gnbalsaion to Gollootor. 

f. Soperrlsion over the ifork of f.jlU ood lieagic^ohir* 
30. SisjXJsaa. of troasary ^dit and inspeetlott aofcss. 
lit Somtlmy of oorresi^adscmie IneladiDg non-pajmeot 
eertifioatea <^d periodloel roturas relating t® 
PiMSsiag Gierke Tin, ■ IX apd X tfid Boohl# liOOk 

Glerk* 

■msMini 

U Oheekiag of all aoa-ga»ettod bills above l^aDO/-*. 

2. Cheeking of all che(|iea (emeept 3.P.I..) md 
repayment orders. Civil, BareEms md Garlmlasl. 

3. MiliosaL of dak. 
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4, 3%aia« ©? B.U. 4 Itaras pe&pa^»A Ijy BrorSasi*tl 
j«»ifcing clerkB wmbmw, DT, ? aiJ«i fl* 

5* CheeMi^ of pirovln«siaS. rfsftolfst oasb book laolatof 
jsapeeris^ oa over cowoet «|i«i iisroptr pogliJBig 

of da’Uy fi^sccmt. 
i* 2st J}li^ri>3at aaiS i^maaX 
y* Sapanriaion -ovas? lEspossti of eorreapoaiiaaoe 

Jnoludiog r6<^lsit»ions for oorreotlon i^id gt&taiMMii 
ralatlag to provtaoial (roooipt) •asoeqpit 
8. Chaokiag of mnlUlj a^comt® of provlaoiaL 

(r©o«%t#) glth r«f®r«ao0 to gciiedtol®# «»d aauektaf 
of eovoPi to proper gacticms bofewo (iospatcli to 4,8, 

». Supoerrijiloa over eoaslgwiaat srraja^ia^ aiad waodlOB 
of roooPds* 

Serutiny of eorreapoadai^e SaoladJiig mm-payaaDt 
cortifioatos periodical reterna relatiag to 
Pasaiog Clorks I?, V, fl sod TH. 

1, Ohwdcii^ of aU gasettod offieor*# blUo, 

Zt Fasslag of Oeotr^ ehall^s* 

rs®datgra (ProvinetaL aptd 

CeotrA), 

4* faaadAg of 8,P*I*» chei|t»i8»' 

S« Matoteospao of aaaaal loero aead atteadsliee 
rofiators of offiolala* 

A» afaooldag of Provi&olal paysMut cmab boo^ ioolodlaf 
«5ip«*vi3ioa over tiaoly, corroct add laroper 
poatiog of dally a^scouats of above* 

7, atotpervlalM over tlaely doigsatob of ftsraa B,M, i 
rolatii^ to i*roflaoiid payswarife* 

0« ^perviaioe ever di^aal of oorroggKmdiffioo ipi 
all r«<|iiaitioaa for oorreotioa apd gtatowiat® 
rolatiag to proviaoiaa. paj^t osaept P*li.e, 
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9. Olieoktog of X m4 IX IXjti of aottonats of Xronrinftijia. 
ptSfmemff vith re for moo 9 (dieiB.Xiw^ ^mciiimta «6e* 

BiiirlcixMS of 9mm a to diftewt MOtLoo% teftre 
dospatcii to iuQ« 

30* Sorutlay of papers iacliidflLHe nfm-ftayneat 

oertifioataa periodioal retiiraa relatiag to 
Fasslna I, tl$ . HI aod SidK^ssiiig OXark« 

1, CheckSag of intarsat vouohers of Z*A,C,, »,#, i«i4 
G,?. fotea. 

2« aupirflsifm over oorrespoadeiioe relating to Bamie 
Seoti-on, G.P.lotes and P«Ii.Q. 

■3* Checklnf of botfe IJats of aemnaita of CantraJL 
Seotlon (leoelpt and pafniet) attk refareasoo to 
sokedales, Toucher § and marking tat oorers to 
proper section before deapatoh to A,Q, 

4* Checking of Pass Books* 


♦ »:♦ 



mm s^tp«j.eTg^ ft%ve$od&‘ oi^ msmmmjq^ ^wamj^iQ jpe ^l«i{ 

«q% »B©S4®«^ ^stv^ aooH notn nqt«5 3 :© «3ie»qsff5 4W>W30 iaasBSajj t 

•©aaBqo ao eoaoq «*| •!|.'©jo%©e'n;o0 »^^, j© mmg^Q paii^cpoQ 

•%% m ««» ^JttlO ©qi *313@I0 ©xio pm laetO *<®4S sno ^q seeqg. of 

^ f»!|S|8g« »g so q.^piidprf«4bB eq-j. p® <fc©^^S eqa. ost© sp ‘o'J ‘4S -tss-iflii 



Q Iii3. 


S'*** 


^ Pi : 
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immm.. a.,XaiBlU etirA..,8iJl) 

: msi aai ,,m5.j,gsgxfea, jr, 2 M 

S Ltttm Riegrntii KB OffTOB 

MwiSMBiwMI t ii l ira* 

3kJteiag:aBS9E ; 

1, Olplifflir m&9» 

2, £it«mia. 99«irity Stohsat#* 

3, Clril B9.ttee€k sebcua, 

4* WL9S relating to eoiii|>l.aiitt8 msihigt the tfid 
0 a<|iii?i@a ref g^diag Qaaetted Offioars m the 
digtriot staff, 

5, s»3Taa}. eonfldte’stlaa r^rts land other 
ooemeeted t^th thda» 

1. Fapera relatf.'if to ePP*^a3ls tmder the (ksoghiidetiee 
of J#st, 

2. Pagsaps raXatlaf to other OoHsolidatloa varK 
3« Co^’.lectioai «f eatorial rqqpired for the 
;faptB3.ght1.y report, 

4. Itfscalpt of ddf at the resldettoe offlo# to 

aooordsijie® ;dth ^ the iaatmotloas g Iran separataly* 
5, MaiJ.ntaa of reeord of reeelpte : md their 
daspittoh to offHow's/offisoe, 

8, Beeeipt of ealaiitted hy dlffereat offiee# 

aid trapswI.ardOTt of these files haoh to the 
offtre eoooeraed aft^ orders of the Oepaty 
Gpm±mt0nw» 

md 

?, M^t«ne*ioe of register of Sil^s/tmdMc vmcftda 
»alatisdn,od at the resideac® office lacludlag 

records of the eoafidteatial e^Jiirah, 

8* Sapsrrision itod aaintmuice of log hooks of 

irshlele stateeseats relaiitig to easpeadltiare <»i 

Tehlelsff re«e|fapt apd cleapaiaee of billo r©l*tiag 

to vehicls. 
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t* Malatatt«ac« of account of aj^feadltor® of 
IntollSigattce Bind*' ^ 

Hainlettepo® of rocord of logre iQ^plioatiens of 
iaftarior gtaff js^tacbsd to rasidotco office* 

11, ladaiAlag snd cugtoily of st^ionwy and aeprioe 
fjostaga gtiPps at tlio resldanoe offlca, 

ItiBiit. Iite,aiis.lii^.i ..fei iH. JSifcl* 

Be ’J.!! c^ry out ''iie wo^k a;^ be giria to 

him by the 'aiteri^rs|>bes7 or the Senior Gonnolldatioat 
issiatafft. The ? esponsibility for aaEBCutloa of the 
work in rea|jeot of the pjErtieiiljSf item wlUy boiio7<8ri 
eoRfeinue to b«* that of t^e Stenagripfear or the Saaior 
Gonsclidat'ion iaststaut* 






11,1197,30 p«li& 

Ctb«eii« &Sit« iK^idirvd wmm^f amrm md piAm 

thirty ottly) 
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RmaiBigiTiJt )? j uaicia, j 33I3H1it< 3 aasiai 

I* x«X#iag to Ckniral 

DipirlMoix^ (If) 

%, Wsmw p«Ait%im»m 
3» Ca.«flHiiflO'd^0a of 
4m jgid raetousl of Bm^mi 

S» ^p^Saitmmt am rmmuA of 
M» Qamtmmt 

7* 0«a»o m4mt »mU.m Sm of miim logoldtioao* 

®« '4Bark mlaMag tQt«> U ftctoio ltMMri«X Ibni 
C^EI) Qay* Bfammi U£4 Bmiag Mmd (iSi) tanpir 
Eollttf Itod* 

Wm 

II* 0^«f»o tioiir D«X«a. 

%Mm lOOil* p»mi.%9m 

tm ll^orootioaftl pamiiiixt^ffjtd^ paa»9|Marto 4Ae« 

: ao iii»|«9tloa eortlftofl^toi* 
t**riw» itoXirattMi 
3« lnia|Mip«ro iPtd : 

4» (iavroe^ooaHtoo r«g#‘dlog StefNi & QmmmnAad SiMm M% 
.§m, Steilo«l Exoalatr* Jigra. am 

3mm%jcmA^ Calmdikam 

4» HliKN 0 Ll«Bi 4 O«a poMtioos aooafrad team OovoROMnt fiar 
•oifdSryw • 

f * Xi«« of e«vtiflie#«fl« 

JU itaa r«gigfc«r, 

t* aiaj«d«9ii*a of iMiMMto* 




SJaacLifl 




aufendiMiiMi <iC amtKlT 0t;atia«it of i»airMi0i«i, 

4* j ii«dliaiw* 

3iteiiiate of fcrtalgiit3.3r )illi«ai#iot r«gig4«r of 

§• tma^i^orn 

fm Omxrt O0IIOOO mmmmrn 
Sft 1111a of ®wG*6*/p#i«l ii^ig"8ra« 

9» llritt% <laa%!i 0i4 CirH Mgriliig08» 

10* ^ofialoii of aboot^aaolnal x^lla «6o« 

UU Bogliar of dyiog doelttiPoilowib 
i2» Owroapeaiioea ralailjiig to Goorta rnmgm aiMog foar 
ooplao of Jo^giioa^a oto* 

BetMMOiitloa of o^aiia for riolotioo of BPoaa ^ot* 

1. Owrroipoadteaeo. rolatJaig tot CD ®inn jraini, (llj 
iftatriiOt Bo«rd (ilD ^iTili^pBfinit Bo#i (tr) 
CaotoniMt Bo#'4i 

3* Xaino of ci^i^ and boolsijaird isltm 

m on fl|iplio£^ona rooolrod oitb tbo ordira of ]|«j|« 
aM A»!Ute otOy* 

-3* iH OQCToapcMidkaoo: of HidloiBl Hi^i^lwoot* 

JU Hfilrlo# md lamm of teaporapy llooaeoa in tmm- !• 
2* ls(|«iJloa tfid iagdio of llxmioiw for gu»% rlfli^ 
l^atola lad rofoXrora, 

$m tam» ai Mpfiitt ponwlta and pPt^aralklon of lloaii»#« 
la Ibn fix* 

4m SyUi^oaaaoo or raglaftara of ta#poetlo«ia of oliOf* 
tbo ir«8t poiooo md »ts« 
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%m of asif ^liceaees of gw!% rifl,«% ■ 

raroliTirr sad pigUilam 

2 , a«ii»«al of Urogra llootieos m& polsw lletii»««* 

3« tofeias of ragia&TaticHV rotioml spd ega®iidX«tl«m 
of anas lieoncos ia rej^^setiir# thapusdini rigloior** 

4« ■ firiodie^jg. roturai, \ 

5, Ifetntmipe© of r«gl»t«pg of tospcettoa of ifeepa mdar 
i*oiaoa 

tiia Mrsm§/iiS ^ s sxM i SBm snd Ba^loaiiras ^ita* 

Roeoipt md doictateh dij^* 

7* applica^iooa .Brat tf»d diwtl alth i»^drl®«K 

@« laatiag intlatatioo dmit grapb tod rajeotloau 

Madatanafioa of .gai^d. £l.i»a« 

Mm 3mMfm aateoBta of tha laireiisiied lioaiiofti Ilat to 
IPolliee, rdtveraiag raaauod liowiooa ^gpd briiigliig tha 
3r«gigt«ro i^todata aftir laaoSJOg ootieaa* if naowiiMr: 
la ieulJa-ida^ etui#* 
li» irapiTatioa of j^autal khatao^a*: 

IX. Cooaigoiiait of cls^ad fllaa* 

jyiisr i*«8teratloa of piiiara #>d putt log 19 of 
v;- rafUrtacaa* 

t4i mf a^li«r uork werismatad bj jna COLarli;. 



2m 'i&niA&ii c&ma aS Q&trmmant •ewanst** 

3* L^sjv**‘, p'jstingi transfer otc. af X,i»8*, 

OffSairs* 

4* jmn£L in -tbt aliira»t«r rails of iilb 

S* ^mmim of Itepox'srjr affloials of %hm OeslylmNi 
Offics. 

i« C iBt B B KSp t^ 5onr«m«at trs—arsp ii»8 vorifis^los 
of se«iiritf«t ^ 

?• Ccs^SIstioo ef Eissoae Ajtalitiste 

8« 'Wtie®# iv^« 92 C*l»*0* 

f * Cterospooteios rsla^lag to grssodbi* 

i0« iiirsnces far pm*ohaso of osrs «to» to Ospntj 
Coll«etor«* 

12W Miitrt.lwtioa nf MOaH^ 

P«rio<IL««^ rotunia-flate (€« 

':■ Mm: ^ 1 ^^ mr«r tlao ifoUc of assiStitf!i.ts is liis 

s(imlt.oa «od lospseHoa of tla« uorlc of «#d& sssii^iggit^ 
iumriliig to rosi^ prsserfbod* 

.fl^iggtt. fjL*. ' 

JU Itatoiml of Ha7««R3a ^onts oortlfioatos ii&d asJMos^ 
of its ragistir# 

2m Mttiatsasac® of oataloga® of notioas V* 80 
Cirll Suits .a3a»l aciseollaoooas 4rit«. 

3, ^ntonanee of Tjpsjffitsrs aalnteriaiies rggiotsr ss^i 
sll eorrospoadaoiee rolatiqg tJi«r«to» ^ 





4m '$mm Bmismz fnw tlio 

Court jp» C^Ci.C, (HiWiiioo), ’ , \ 

S* IMwmm r«e«5.T8j, froa tli« Court* of ^^O*! 

ffer S.C^C. Clorwo). 

«• ai.la of S.C.C, {Ctsril) mhn&ttmd fey feta rAatlag 
to u-Jita mS. 

f * !<atot0afflC3 of Qaird. ftls®* ' \\ ^ 

8* MjiposiJ. of preo®{is ®3 rooaivod fma aths^s^ diatri«^ 
for aanTlco -iJcJ r^otifipn thmmS aft«ir mma^iaom 
9* ;3souritl,33 of official*! hmdLiag Cor«rii»«Rl i^Miay* 

10* lUss rolatiag to T!roa3ara trora* 

11* R«glat«r of Hotala, aad IXiarMiflliiaaM* ?\^ 

12*: Prepga?atioa of apmiail rmmm atataMta. 

13* Cmaig 2 ®aat of doacd fil«#* \ 

14* Prep a*at loo of coQ»olldat«d Hat of reftam* is»r 
■Miwl® dlstriet. 

Jaili*..,Rgrflpaa Molatant l| ^ 
dU Isssao of dowlril® cirtififtat®®* 

2. fsellleatiaa of fiaawsial eta-teia ood iaatia »f 
oartlfiCAteji* 

'S* f#rifl«a.tloa of diasraotir i^ocodleiita of 'pege^ant 
roaraitad for Qomemmt oorrloo* 
t* Hororwy of Cocert foi^ ia p&ap«r »alt» ood <toirooo* 

S* MolatiQasjiOii of atloill^alid roglotor f^d paoqpMr suit 

«* Jerk rolatlBf to dd igo Ptasl<m,Poli1Heia fmt&mpi 

tm typo iKok of Horoaca JUKEtotissfc* 

2* Co^^liaaco of iaopoetioo. cstoa rooordod hf loci^ 
!#3tfeoa*iti«a aod H3gli«r dS^tlaarltieNi* 

3* of roartor of iiiia^»wti®ao* 


dU Bct^ardfeioa of weitblj M13.0 of rmwmm oid»afed.iilniiril 


iiiijtetlim liigbiir «adi o'bjMd&snt la 

pmaAm ammm 

$• lf^t@a#i«« of (!•?«?• liOMint* 
fm ot M»XJlk 

i* 3EMdlot|r 

®« frapiTatlaa af linraigr iod 
|0« tarn® i^lioaMoa* of Iiaiat>«riii2 fitofr* 
li» Fz^aratloa of tmom T«pe og^ould^loa of ClaMii^t«4 
•CliEloor#*: 

VL mAt ptTiy e^jMtiooa polslodi 'Oat lij tisin m \lb» i|p«il 

Z^mXLM. 

1* BNspiTi^fW of aoo^y M-llo of aliwollflaoMni 
dOti^Iiidssoat* 

Zm fri|)iri^loa of mxiybly bllla of a wgAtos OffSiNro* 

3* fiiM^iTjaltioa of onaal Of ofHolala 
Si fsara of m®* 

4m S^boiidtoa of «31 of ttio Irtfioii* 

: of matHim xolXa of tmapmmj ^tMSiidimk 

4m CteiSganiNife of olanail 

t* jBorl&fMi anpgRgflaa’it of mnudary 'Migog aoi tori 

' : v: ■ ' : 

%m Bropgra'yUia of M.<S 0m%B an<l aooMoa s^iator %o 


^4&m Smtm mmA ape^oa. 
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5* of forslga liqp.ar lieeaeogi and raaiisa^loa of 

adrafic® aonoy trm th«ei« 

6. Clioclfciag of th© Saals® a»nmd md eollectloiw* 
Register a md issu® of roatodars to T^iaild«rs 
md SaDoiaa liispectairs# 

f * Prs^j^patioa on th® IjWk of idJL th© llcaaoaa of tii« 
district :r3r ©ac^t fdbsil md Bassise laaptotor, 

8* Preparation of isamiail uffiondloes md ri^jort fbr 
autoission to - tlie JSjBsiae Cosmissioner* 

9, Deapatcli of ooaflscated Opiaa to Gha»%ir, 

10. Cbsckir^ of {jiarterly excise atatemonta pr^ared 
hf ■&© 4aislafcaJE*t#» 

11. freparatioa of cjiaPterly ciiae and ooB^oaptioB 

stat^ents of - all the Sa»ta« Imfstoefeors a3d its 
«ilaii33ioii to the fiapiae CoBaiaeioaer la 

tl»#* 

12. Malatmaoe® of register of rmvmd md contlagamj 
grgpt s sj^otionad hy th© Ssplse Cooiissij^aer. 

13. Msposal of roT^aPd ead &xpmms applicatioao 
spitted by the fixcise l3ai5>«Btw apd Polio® staff, 

14. CoinrespondeBoe r^ardlag deaiand of additional 
: graht afid aobetlsfedon of reward and es^ensos 

: :j®|5lieatioaa CcwBuissioner if 

/. :■ ea^eeda fe,30O/», . 

15. Prep air ation of th® coa^liano® report of th® 
liigpactioa note ua^io by th® Officers, 

IS, Renewal -of L-i, 1,^2 iJangeroas Drugs lieenoos, 

■ IS, ?,!*, if, pa-l PH a lioanae 1 md all 
atfew Bjjyiga sisa,: .llcenoes of the district, 

17 , Maintenance of ragister of Irohibittoo grant and 
diapoaal of its 9xpma»& applicatioas, 

as. Renewal of Opium 0-4 and 0-5 lic®aoes. 
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lf» ^ i31 Titmsmw Oliftllilta of a31 IdMm 

tmim rm^ptn liKl «lo» 

33* ?r«Ty«f«tioa of «Xl ««!«» IImkkoo^ 

!!• Ikillarori' of itU IcSotio IIoimmis hkI pori^o to 
iNMil^M.vo IJbaNWooikt 

Mm MSI msntmi^mAmmi #td roporto of ijialjp iNotte* 

Mm wtaM. vm^ tl« offioora of lUbto 4lalri«l* 

3I» 10 mm all thm lUc of Saatlao aooHoa «pid mmdatm 

ups 

Mm iloouiral. of tiM wtk ot Mm 

im of an zosio^t of ohoifo 

' tM tknAst diapa^ OqikHw «oawwRii4». ' . - „ ''^ 

Mm %Uitait«s»» ^ loglutir of Bmim mi. 

it« vmit±®}M-m ttm tlw 11hnttgQBqr« 

%» lli^tiaiilio^ 

4» i»iiLlo«tel(itt of wmmr fnoi tim IMmemm 

In lammu^ rnmrnm 

% teio of aoliooa to Itetao Howiiitioo la loolai lar*#^ 

' ottaoa* 

A* liropiril^ljsa of laiiort mi pmmMm of ianoliBii 



f • fxopori^loa of Sms^eivt md «af»or« poMta of dmgmnm 
*«8lk. ^ 

8* Broiitfralioa of f«!., is pmMm pomita* 
nropar^joa of |@ 4 ^ IS S prnmUMm 
Mm ‘lr«p«ratloa of oaoioa aool^ly oipooi&ttapft atatawHtt^ 
ll« 8alaiisaloa of aemlMy Baf^aroaa Droga i^ajNnoatNi 
tSk of msdskty atatocioot of Cottoa otioa* 

13* ppopirattei fortaSgfemyt tjpartarljf iM mmMl 
atotiomta of laasoljial and toilot |rap#4tl«ia* 

X4i 411 tapfNg yiaaek of %olaa ^tSaa* 
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3Mm Jm ^hor ymk of i«dfta SMtloo nmAgpM hf %%« 

Satsiati CX«ICv 
goteml Claric 

l« iyiatm#ic« of p»troi^ tfid rofii^ li^ 

:t%8 |3Oj«M.0g» 

2* gav^og of tit* TrsaMorr diaSlanii of potrol tea KIni* 
S* Bomiml of potrolit I«3»II. and li,13u0* rfiflutars ' 
oartilioatea* 

4« EoosiiaS- of Ciorbido ood Kotchpoo oSl ld»«»9n«i» 

S* Qiirrmapmdmi9 riagaPdiog laMi of tbo m ob^tlioa 
o«rM{£oatai» 

;•* To roeotve. aod doapsjfcob of aUl daSc of a»tjwi «ooiioii« 
?» of ftmterntf eihaXLsm la tbo tedao dNaiflid 

and oolloelddo vigiatara* 

S* Br%aPatSoo of (ftaertmelj mMm rmiidfM 

Qonid^ott^ of detoidad fSlo« Sn roap^t of lavlrol 
«<»«3poodaa««, 

20# SoMpliaiioo of potroi broajdi of ««««« md r»ta.iMMm 
of mm»j fern- Ibo itonarnNhi 

IS* pPipar*^-i«a of TOnetor# of mm^4 md 

appiU9gii.mmm / ■ ■ ■■■'■ ■C;' 

S2» of ooal prloo af li^oor aad drm** 

1% f^«ra^oa''bf of pac^BRsub of «ogi pAm of 

liifior and dmagn* 

M. w olbar mek asaifood by ^ Mmim CSart* 

MMm!U3aA. 

S* relating to rcatewl of loaawHi* 

^ Correapoadaae® relating to tb« natatSoa of tMoaa of 
pwmm idao pixr^lhsm tb® laa#i rlgbtab 
a# Oorraapcffidinee relating to tbe ipra^ of nam t»mm 


do@da* 
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4» teOlaMjsig t® tlm ^hm% Urtii* 

% fiTiaeiitioa ©f facial proparMaw ©aiMiaiy uMi tli© 
STiigjir r©e^4»» 211© Ptfrlsliaii md 

®* To WH (Civil) ftor Oflaloa la Oir%®li» 0 «iNi«» 

?• To ©mtfisst tto •?«g4g? ^yb^iM-lk& «0®2!ila F#li^t«ia fOr 

«agp®0!B.%iag 1^0 

S» !?iSjat®Qi3»« of guard 

i. C»r««|joaj^os r^sTdlag ooUeeHoa of 3 / 4 , ahsro of 
tSie Goviamaaat fSroa tfeo Waggr KaJi)i®>«lil:a gid sal© 
WtaAskad* 

10. 5o»«»poad«aca rolatiag to tba gvrfit of paralaaloii 
IScffl" dJsriadoa of ifaial prepartlos aouag th© t.«ii fffi i#j |^ 
UU Ccrroapoad^iioo relatissg to ilm ocmtlaraotlai 
®f«p th® ffaiul ij^d. 

IS. SoHjBfiguaaat of olaasd 111®#, 

13. Hi^lLatoaaao® of fll«# rafjUftar. 

14* Cesr9apmdmc» r^^ardlag: r«»oval of s^jootloa* 
dotaoted dtsfiag tlio q[uia<|iaaai 4 gi ©lioelcSiig of 
prcpap-i^, 

15. J»y olAar idosl: eotru#t«d by tfe® O,0,ll«aal ar O.s. 
Aoftp <d.,aaelE 

1*. of r«igi#t«p|i of dally v 0 Ott%^a aad oh^c^oi 

S* lliiiit«aa@e of iliallbrfid roglaiwr* 
i. iaalias; laq^oimdod o®8@8 isid<r th® stapp net 
pad ^iieulag aotioe© to tb® partioa. 

4. CoaUag idth adj|uidioatlo-i of : oaaoji. 

5* Itealli^ «ltb reftad applicatioaa aadar 3tj% # 1 %, 
Malatoaasie® of roister of Ytadaro a|»poiiM^it 

f » Haiataadafi® of rogietar of probut® oaa®«, 

®. flaiataaiiio® of roglstpr of Im^paotlan aot«# ipd 
ooi^XiaaQa, 
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SIbmp QiSSjtsm at tl* RmetS Bwm* 

Kl« 0i 3tmp Off IcMTs aii0m hoekm 

Xim MAiMtmmem at at perin^iPl riiAmpm mi 

%ha$3f galwisste* 

IJSb 

ia«, iyLittwEi^«Ni at ^mmd'mA <»»lli(i<r'U«A 

iHd iftduing alips of tM eaaefs «tett lif 

iHli 3^mp0 Ii&ap«Njt<ar of SbaPiiai god 

Eggiaftr«r and .%oglgl Wtimt mA dogliatg gltli 
'tibg oaaog of etiior dlgtriei^ 

£t» 0«»fldgwgt of fll®#* 

!ilao)9dl«imimg oorrog^daQ’ieo rgggrdSiig watftoii of 

li* foiisdos at iotet ot gtgip irepifoi by iSm t*0« 
ttm ClMnkln^ of mnoiggioo. m tli« oa^a of v<oodar.g«i- 
2S« 0^«r garli: totrogtod by tbo 3tg^ CKfflogr* 



Category 


«a* 


Cat. *a* 


lilit'Mi 
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» K). W (tat. P«« 

■ or WBI M c.it.1. amtnof 

SLi&tMtkt 

1. Qaxtaral gc^arriaim arm tlnr WJrk of kis aMili$«Ata. 

2. Usaatettisiic® of (ffitgry#... 

3. %arly taapaotiona of t!ia S».l. & fwqisir^ ifiemxt of 

4. ipuual. ias^eotioa of T«ki«ri ipeouata of Blocka. 

5. !3aaJPtar3,y InspoetSoo# ofi- 

(a) 1st Aostt. 

{o) Had iustt., 

(o) i.c.i.A. CD 
(d) JUG.fi, A. (0) 

6. Kaiatenjxc;© of cbaPaotar rolls^f tha Kostiera of 
the stafik of Ifcit^rated. CSoHoctloa Stckea®. 

7 . ittond^-og to iji^portrfit emT8a|H»adaiie« to CoratmMotf 
Board, CoiEEiiiaaloaai*, Board*# jpcooats OftLosr ®NI 
A.C. otc, that nsty pass througli Ma. 

8 . To ase that cc^i^XieecKSo of ia^aetloa notas of 
Golloottjr, Addl* Coiloetor (Ei) liid otkar# Is 
propa.’Iy oado. 

9. to irra^'igo for tha saetiJigs of tho Ta^tdldirs tfid 

office's wh«i«v«* thosa may ke ooeosssry. 

3D* to arrrigo f'>r tJhe asaoal meMtiog of ths atsfa-iot 
Saar^oaoy Hood, iialisf Qommittee. 

11» To Hatoh prepara&ioa of raliof proposals sod tlaiJjr 
swbmiaaloa in tima. ■ 

12. To watok tlsiely sudaiasiarai of periedieal rstaras. 

.iAr.ifi*&iAtii III CDi 

1. MalatsiXiiico oi" i-ocecLpt, dei^atoli and ffiox.'oowait of 
files rt^istor. 

2« iiaintaftanca of £poooci'i«s of M.C.S,y, and wglMoo 
property. 

3, Sulmlasion of f<»ptaigtotly, qfpirtarly, six ■oatiay 
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Oat* »a* 


Oatagory •a* 


and to 1*0*1* ?« iPd 

Wmmrn imsporty, , 

4* Xsdiiteiaaaoo of aBeooata of 44 fiplna roOlof* 

5* CkMi|»Xia|iee of aadit ioapaetlcRi notoa re0.ati]« to 
1*0*1* F, aPdi Sratitaoai reliof* 

6* Okwplie^e of tfeo ainotaa of tha seatiog of tb« 
Utatt* iaargaicy BaOLiof C«sMBittoo. 

?• laiati^gpca of loej^ Itol Joaomta apid tsoapliaaoe 
of M&t laanaotioa aotaa ^aaieotad tboreii^^iw 
Bm Owreapoacteno® emeiswtiag TlJlag* fiSBliMi taut woatk* 

i* B?ap#?-atl 0 a of paf blUa of oolioetloa gliaff* 

Zm Brapidratioa of ooatiagaiit billa* 

3* Irt^s^atioa of aontfilj stat«aiaBt of a::^ailtiira* 

4* Goipllapaco of th« wdar paaaiad m tha 3a«>®otiott 
ttota oonoaniias papia^ ito* 

5* Fre^gTatioa of stataasat of asosaaaaa rfad sairiiigs. 

4« l^apiTation of budgat agtinatea OB<|«r hoad 4 

lairiima partaXoiog to eollaotim aatabliabiieat abd 

IMMst Ig ^WBIK y, 

f* KaiatcuiaiMfa of tbo foUoiAqg n^ataras- 

(a^ Bill 3003c* 

(b) Hog 1st 1? L'i fOTTJ 110 

(a) lagigtar ta ?*<<fA 

8* Ragigtair aS ooidiiageacy* 

aai^ 4ii%i,^'i . 

1* Boaltng fat^egvi tfsooonts* 

8* Rolteigsloa of ba%ot estlaatag m<itr ha ad IX Laiaid 
Tmmm% BmAxss a ^ a&iiAcg^^ Eaoaiptg Taucgeri* 

3* ^teBig^att of glx acathly ggd goaitaX at*taBiaa*t« of 


X*!*, Oaaal ®Pd Tailgri gbc* 



(Category *»*) 


fttegory a) 
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4« IflcLnEtcetaiiee of tlie folloniaf 

1* list way ragistera* 

S* Huglatwp la fcam SfllX 
3# fd^sri regiatera, 

4, Stelly eolloetioaa ragiataar, 

5, R^gtar ghoirfag aaspenidoa of Tafcsfi loaPSb 

i. Doai Stock roister. 

5» ianual rscoaoiliatico offakayi acasaata* 

C* Doaliog !4.th all c»3XTa^aii<iBae» oaoceraiag "akadL 

ffiattaffg. 


1, lM.ntga^e© of gerrico bockg of all avsbei^a of 
eollsctioa branch* ' 

2, ^!lc^t 0 a|pc«» of poraoa^.. filof** 

3, %{spliahoo of orders of laspeetioa aotos ooiusaraif^ 
©stsblisiBaaat* 

4* To traek ooRpllaao© of iaspectioa notes aad® by the 

Boiird of Rarmne, lyaikt, Jllahabad ItoidaL, illdMbad, 

ipdlt party of 4 .'Q* ijoconats Officer* Bo«rd of Bevcane* 

5« auhttis^oa of atateaents concerning eatd>]iidtoant * 

4* St-ateaest of pensicn caaes. 

7* MbLitoaa’tc© of the followiiig reeistcirs*- 

1. Gradation list* 

2* Lid* cf approved caJididates* 

3* Ordar bock* 

4* px’oc'jedif^s ragleter* 

3* Eegigtsr of pendton casea* 

7* R^ie^er of serious irrfpLleritlea, 

8* DoaPLing lith correaywadeac© relating to the oolleetlcn 

eotsblighnoat* their lai»r® and prosaition etc, 

f, ms other wwrk mtrusted* 

TAitri caerk 

!• Ifedly poatiiig of L,R., Gi#ial seid fskajrl Axes. 

St* fr^^atioa a»d suhaisaioa of fortnightly* amttxly tfid 
tjssaPtarly atateiaaata ooncaraljig L.l,* Cgadl tfid TiScirl 
3, Maintenance of surplue accouati of I,!,* G«n«I #id 


Takeri etc. 



( Cata-goryb) 


(Catagory a) 


4« dobiitsaioci of of Tifttiirt. loiPs ovmt 

h»a300/^^ 

5» Salxaie^oa of stateAao^ shoving skatt ro^Lisatlm 
of Sataroat, . . 

6, Stataa^sab shoylag A, B & C oatogory of afid 

Igrimltcre 3<30dl jjtero* 

7 m ?«d.fiGati<jn of roitetion aad roalsaion of L.H. oa 

labels roifiited. 

S* toy c*th!«!r a*ateB9ot3 that isre aakod for ooac«miag 

C^'isiL sfltcl, Ajqs* 

9m Corrsstjciivi&Qee relaJifeigto Ii,R, aPd Gapal, ; 

1C* CoapliaJ^tie'o# proeoddiniee of th® mootlaga of t#sllditcf 
jgpd of other tn^octiwi aotes, 

1. I®«aiHg with ffliaoallsHeous rws&mxy fllos* 

3* preparatiott of stst««i®nfc of nlseeillaaaciaei raeorery, 

3* Statffisittat IHQlwiao Brorlcljeat Bmd does aPd 

it® ■Tarifleatioa-* 

4» Jiaintanapee of reg later s of Mtaoelleaaems reKSotrariea. 
5* MgLn.tmmc& of despatch register ralatiiig to 
Bificisd.l 8 a 0 (K 8 reetareries. 
lfl.fceIlemaoaa Clerl: 

1* to help the let isadst^int In the |«repa{Patioa of pay 
hills, 

2* JlRioteaepee of O.P.tod aooowat of Class If Oort. 
saerTapts ^pd su'tmia^on o? statMoats oonaeated 
tharairfith. 

3, Malatea^e® of the following registeras*- 
t. lieg.leter of forms, 

g, n^iota;* ^if 'biila presented in the ®reaoary, 

3. Sagistar shoidbig wxith «fid Ta^silwiae pay of 
OdlIsc‘M.ou staff, 

4, dagiat«r of B,M. f. 


(category a) 
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4» l^iiiteaapee of re^^ljrtir of 20^ ^MnotSoii toijyr^ 
socarity depoaited ty intos* 

5. St&tloaary regiatap, , ■ 

S:saisx,.agls 

1, Ml. typing •woTl!: offeh* 
g. SoBslgMieat of pecoPds. 

3, fasftog of T*a. HUb, 



tiSSd CliTltif Cailiag# 

tUcrJs* ii(.L,E*3a UfSies OXertan a»>l 
2* EagiiSitr-aS* Etffcoago. 

S* ao^rrlslim. ,«f racccPd 

o? ths Moa^ af i,.a*K. 

4* Sfsiitiny of 41arS®9 of SJta 
icsratlaj i’irpol't# 

5* Kai' 0 «^a«io® of ^lolicTJWcjr 
««id x«E^a. 

6. G'fa«Kfl£&^ lafelsp&l roi^«iarib 

?• Sar&iatlQa list of 3,^% 

$•> H&lsstoaaoo® of ehock riigidtfir* 
f • Malatmape® of stocit: ’oooli; of ia«trwiifci ettd 

tfea utAtf, 

13* . of Ii$to of 

OfricJE^iio m SJiB S^d 
Urn of rtgls 

oja4ida.io%« 

13* CMfelog v£ sta'UfMoiil rotiMo 
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If* atteissidm of proj^oaXo la I«air» m4 ottar 
¥a8aP«dLts# 

18« lotlog apd draH^lag of l^gjortipli I1 Xb«« 

I.9* iotlag m wtn^imat tooteioal podB^a radaad 1^ - 

a. 0.08, Tda«iM!«-.g. 

m» Siwefefcg of btidsol. pip«^ir«a by tfa# 

t4 IMab^aaooo of dl«rtellKiM.oa of Hats of la9%ad.i 

■#■■■■ 

otvoloo betiiooa S«0»0% .TaMUdara md %lb 
TdNWideiP* 

itaSaation of FattAiria ^d S^Sa for Mgbor poila 
93» PofldiQg of oorroo^a alipt la Itoad Rooords 
UlMtllX* 

Mm .^isaioa of f aiiwiri Sdtool* 

SS*^ ^ia«plaaiaX lira mmtmm novk* 

Mm ISrafdiag of ApoaidL oPd emmd- 
roportia# 

of .%K« edrols maps mdor p«r« 

460 of Load Hooardia MbpooL* 

Mm Sopoiridladoa of of hmi Bovoatio la 

iillwriaiJ. ▼illogo, 

Iw md dTttfliog of oritagi^ T«iMpmmm, 

Sm. umlkm 

3« jiyugioaipeo of oittoo flloa* 

4* lybitoiMPoo of oanrioo dSiapaotir ftiaila* 

%m Midaitaigtoo of Oboolc iregigdor* 

€m nropiTfidloo of Land Hooordo 
f* ClMMiditg of f«Ju Blllo» 

8» Iropgrotloa of pay of Im,!, ofeoff oailadIMig 
iii%i£La* 

9» IleM<8i«iioo of gradatioa ISol of offlolalliV 


(Gatsfory »«>) 


(Oategory «a») 
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10* Mi£.s 2 ti«i«poe &s list of offiaiaeitlag 

dtmom ot A,lUKf« 

!!• SoouBibired stateoent* 
i3« Wbmfim yioBtU* 

IS* Faaiicm vorlc of EofsDrda Brntimm 
i4« Molntansptae of ri|^ist«r of aanF«#*ti olalm* 

15» Cis««lg?»«at of QMam 

%0 Bsgiator of iooriMOEiii i8id (iodaoM.ooa oC l«l%>aS.« 

aptd diapoaal of oaaos* 

2* GonpilaMon of abaUjitioa* 

3. Maiiitaaiiica of re«l«tor So* S. W. 

4* Hateteaaiioo of crop oottSisg flloa* 

S* Be^opa^atlos of Indent of fmia of l^gaAooir^ 

ot*aff*i 

«♦ ftopfflPatiOQ of aaJLary l>ill« of laod jrooojpia italS 
1*0* lidEiipaS.a* 

JaliAuSIJ^ 

a# BropsTatiozi aod Iseoo o£ ootiso v/% f (2| of tl« 
7.J«E« aeheoo and oihor octloos* 

9m -lOiPLdLsriMaGl of mmm 

i* ioWliislfm of |»«Rlodl.o«3. 

4«. Ifatotoiitipoo of all the ragistOTs x^elatlag to 
Y,J*K* oohoBo*. 

f« loaBO of rocQoary ocrtlHoatog to faStisUa* 

«* Ipooosita iiMPk rOlatia® to oollflotlon of Amt»% 

7* Joy otbor oork oolniotod ty tho asxtiseritloa* 

agfeia«aLiiiJfe^^ 

ILn JLo 
3U Z# JU® • 



1* lUCI,ie&«a9* 

4* 3ofe«a». 

5* FidmrUs, Biwar* mS 

mm* 

S* .ir«« 2a»ia4#ri JwHtioia 

f* Mima md Itaariio* 

(Oitegoey »«*) Aii.te.,..!iaLjti;i 

1« work. 

2. Pa?»aat ef Mils of l>.Q.0« tM Q*3*F,lm* 

3» &i cmwoilMe^«& Qrm S^d 

4. TIatwiiipt and das^a'leii of ddc# 

5. ?7*®|jjratlQ«i 'Of pay kJlli, f.A. ki31f aoi 
oaalia^eat ibill*. 

«, IWiodioiil' rotemi <g»a 8taiiMaa% 
f * 0»jilgt»aia4 of flloo* 

, 8. 4«ad asfeook rogio^* ■ ■ 

f * Ck»®pliajBwo of lai^Moa aoteo. : ■ ; • " 

J0. Sfe*tion«ry agid fbssa». 

.11. 3«Pirlo« books tfid oain^eo roeords. 

13* Tjptrjg luark. 
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(Oatagory »a») 3all*UjM 

i, CrenfTal mperrlsioa of ladb ':!a«lr*s wfpk wilar thwi 
i^fsanl systan of ^"k aAd ooatr actors work of S«a«r 
■bijildttngs* 

Z» Corrospmdmee idtii h%h«r ^thcorltieg sUd 
fflalntmaiace of its fHea# 

3, IPrspsSPatlon of budgets estissates. 

4* TtealltJ^ Tsitit building work e,g. prepsPatloa 

checking of lists of entisates of petty projeet#. 
Capital gad rsveowe accotiata of resldaatial k :4« : 
bnildingSf laonthly aonuel statements regsrdinig 
buildings, csll f ■*“ tis® tenders r^scdlag aPOJtial, 
a special, and cordial v&p^Ta ahd other works 
of petty aatwres, 'Waiat.^ regfitters regarding 
buil.dli ^3 and deal with rerlsioa of rent stateoMBiti , 

5, Dealing vilth. Malkhigia o,g» roister fe. H to 
receive all icicles for sale* to sell end di^sit 
the ss^a proceeds, registsr of gs^m & fimmitionsi 
toitg malntfpgnce, repairs and ia»i© to the touring 
off tear oth«F cmp e(|al|aa«nta ercept furalitare, 
repairs snd issue*. 

6. Pur <^83® of new ftimitures* 

T* To tajce ov©' the cash at the close of the daj and 
keep it in single lock .-and reissue It in the tm'3^ 
raoraing to ’vlaih Wrisir (Uaah)* The sun afcove 
i'*3000/-. should by k»|:di in tha dspsrlaaffljtal chesSt 
oZ double lock, the key of which will r eroata with 
the 0*C*IIazarat* ■ 

8* To condiiot the sale of ahe^a of the Coast maiMasii 
and obtain contract deeds. 



(Category »a*) 


Satflgory *a») 
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f • SfetpwTi«i&oa of 'tb© T»rk of claupliatoas of 
Ctolloetorate j^ad Court ooa{>eR]&d* 

MkJM^ 

Xm To deal with aalod^le fa»»* 

2, To a©a3 ’vAHi poons (pay bill#, Baiatsaiapoo of 
serrice roajLs of pema ©t SadaiTt gradation litffe, 
oaPdidate md waiting list, learo, peaaion papers, 
refbnd of sectarlty, obtain their ssoorlty, datie®, 
lireries md clothing (measures to aeonr# 
effloimey in iaf«rior CoveraBent semrapts* 

3, Reservation of Cirojit Hbos®,, 

4, OoasignsBnt of closed ^files* 

5, feriodicsl 3tat©B.9Kt3. 

6, To deal with parighable Iteas, 

T, Sapervisioa over tha worh of MalJ^ Coolies aPd 
sweflpara* 

S* Sal -’50 of p^ws » 

9* To Midce 'al*?. ’sirrs^agoneats for tour. 

lO* ■ jcTapgsamts of hot apd cold weather* 

3JU .ill repairs ircluding dPoual repair’s of Oolleetor* s 
/ :uadQr Mani sy*t®Bi, repaLx-s to 

electrio apd other installation, repairs of olooks* 

1* To deal with all sort of cai^i trapsaPtiona. 

2. Periodical rettras regarding eapmditure in 
ccKitlQganciss. 

3, Consigiasent of records relating to epcotmts. 

4« Ootyreanondeace -J-th ,4,G, aod other offices relating 
to ’ftceomts. 

S* To deal with eor|4ng#nff reeistar and ^oftmaai of 
fh:ido of vssrioug aectiona of the <^ollectorat«, 

6, To deal with outstaadtog nxidlata'sed Iteaui* 
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(Oatogary 


7# to "kmp ^aX witife tbs affairs rag^rdiag 

a/srrm^a paid from ooBtie^enelea* 

8» frintiiig gpd biHitlRig* 

9. tolopbozie bills, 

10# t.iL bills of inferior of tioveraiieat ssnrssts, 

1, M«int3a«i'iC© of ragistsr no, 6 and keep aseoants 
of service postage stiPps, 

2, #*%’apgeEent of dellvw? of local d#. 

3, Maintain stock book of feraittice ▼etrlficatloa* 

4, To a0(3.ntdn incoao of the Cou.rt coi^ouad, 

ft, Roeoraocy of licence feel of F,if, and riwt of 
cb^bers, 

6, Pet it 1cm ■writers. 

7, Booking and taking delivery of piercels, 

3, Consignment, 

0. Batofell, 

10* t,A, bills of dak neons. 

11, To deal with suamons of Board and Ctowuis^oaiKP* s 
.ttffie#, . 

12 , Oyclcs, 

13 , 

14, S^gpgesiffiit of annual repairs under Bsani sy»t«a 

btiilding and laairitanapee of its aboouats, 

15, leintenapce of accounts of Glass If Qmmtmmt 
sorvapts. Submission of 'ratucaa relating to it. 


ANWiSXimS Wo. 29 (Ref. Para 3.08 lx) 281 

inpIioatlQia for the arfidilon of a 

gJpfSi ^ 

1, ^plicaHoa for tb® sgiadilon of & li<»8a®e for Earolvwf 

was rsoeived in th» Collo4?orata on 2jU@.$S 

Zm B«|)ort of Tafcsildar to vhcm the gfjplioation uas 
referred to for en^ilry ijNis received cm (saPotlcm 
recosaended) 1S»8*®I 

3, B^ort of Fjlioe lAo eondacted the -verificattoa 
piixssedinga T^as roceix'-ed on (s8»«fcioa r®»Mffli«ad»d) 

iS*9«85 

4r. l.C,n. I (G,G,j^.s) reooaaenited the gra^nt of llcmoe 
on , 18.31,65 

5. (Oity) disagfeed xdth on the pXe« 

tht-t tiv'- -.-ppl i'.xa"/: nest of the requisite gtetns 

aAd ri^afis. Ha •.snliiittefl M-s diesentlsg note to 
S.M. on «},18,6S 

6, ^plication roiectM Isy S,!f, on fSti 23.1^ IS 

f , Intimation smt to the applieusnt cm j©.l, W 

It Time tg^cen to dispose of the application was a little 
teore than 6|- nesaths, 

2, Time talken by the invs'Sfclgatiag anthcritiea, Tahatiarff 
and Polio® was more thjja 3 months. 

3, Tiffi© by the eon earned se^ion «nd at the A,0,1I. 

lev# was 3 months. 

4, Time t#:en at the decieiem aiSciag level was 3 days. 

5, liffia tsJsen to inform the applics^t i^mnt the fat© 
of his ofsplicatioa was 17 days* 
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AMSXITHS 3C (Ref. Para 3.08 ) 

igH>10 AfI01? ..?qR TO 
USSSlr 

Im Jpplie&tion for th<» grtftt of QOLd Igo ItesSoia mm 
rtoalvod Tabaildy? « 2S,T*85 

3, Jtetfils-y report was sutraittod hf Kark Jsla 
3, Tl® case was rofarred to tfe« fttvil 3«rg«on for 
madloal o^apinstion cat X#«1&S5 

4« MedioaL oxpaination report was reoelred firm the 
Civil airgaoa oa 

5* Eo{S»m«adatloa ia fa^roor of graotiog 0Ld ige pmAm 
to the a^fjplleapt made "by the Tahsildflir on 
i* 9,ll*s reoomaidatioa la favoOT of the s^pHoaPit 
was Made oa 4«l«6d 

7* Sate of saPobioa aeoordsd hy the tabovar CoMftissioaer 
ooold aot he made av^lahle# mi^dry it was 
revealed that the Commissiimar* s of flee 

teScea ahoat iw3 months to dlspoae off spidh 
aipplieatioQB* 

0jMm . 

i« Time tteiken to prooess ^d dispose off the applioatlon 
till final reeonamdation by the B.M. ma aboat 
3| months, jpother two months are to be added to this 
being the time tilcan in the |.abour Ckm&issifner* s 

office. 

2. fime tiicm at the m(|iiry stage was abont 3|^ months. 

3. Hae to obtain medical report was two Bs>!iths. 

4* Time tafeen at the lev^ of D,M, to mdco his final 

raconmoidation was 3 days. 

5, is per infioimation oonreyed by the offlcwi of I^Awiir 
Ciomaissioaer, two mtmths asast hare been taite to 
oMsmioate ths appHomat a^cMmt tbs gript of CM 
ige Pwostoa. 
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m®*- 

1. Ifetlfication for jflllirg In 3 vacajiclaa of lim-Wggstj 

i%.iatrat03 aip^&itBd on Mm€t$3 

(plication a wara to bo rocsired by T,3.»3 i,a, 
tiae glT«*i fop applloatlona to roaob m» 35 days). 

2. igbl tho sf^jlications rseat’rad y&pm s«at to Foliee, 

TaJiglidar and Oigferiot Int®liig®aij0 staff fsar 
enquiring and verlficatiott on 14,5,63 

3. Raports were reoe±v«d fpoa Polio®, Otsfepiefe lafe«iiig. 
®ic« gtaff and TabslldaP on rairiciua dates bet^men 

24.5.63 an 
9.8,63, 

4. Meeting of the MsfeHot geleetion Qomittee was 

held on «i « 

29.8.63 

5. ReoDTO,mdatious of the Coaaittss (ig umma we 
reeomendod) w®?e gout to the Ster«pijHent an j©,9,63 

6. Odveptu’ent, instead of &p|awing th® reooiwiendatims 

outright ai^ad fop tbs recJWiendaBi napeg to 
aP2*al3g6<i i?a ordisr of pr^f^r^ie# ost 15#J0#iS 

7. Meeting ef the !l.strict Seleotloo CNswitte* fop 
renornwonung n,;neg in .order of prefar«o» 

held on * 

6,12;, 63 

8. teoOOTjendntiona were seat to ISorarwaat on 19,12,83 

9. drdirs of .spprorel frna ao'/emment were reeeired 

*® 17 . 2.64 

10, Orders fop ipp&lafetagr anpoiataant md tralniiig of 

the approved c^didatas ware Isstimd by A.I>,li, (Olty) 

f.3,64 

jgibms 

!• fi»e tdcea to fta4^iae tlw of laaongt^ 

ligistPetes was 30| waryiii. 
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% fbt offielaiils of tit# and Vm offliMr« 

ooao«ni«d took dbrnt 4| Moa^ka to em^oto 
roifxialto ftr KileJ^ ^ 

4k$ Clovtniwtt toolc dboot 2 an«it}»i to tiilw tlw 
S« flio aoolioo eoooiniod and tho 1.II.M. (CSt?) toc^ 

SS dajv to ooaraioato tb» dooistoa of isSm WarmBmmk 
to tto sBjarwM oipdidatoo* 



liH=LinilJiO^ _32_ (Ref . Para 3p g y-f-f 
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MSSIMMi 

Mj,mj ~ 



- -.Sir— — 

ms jm qBfCH anm j 




1* #iai 0 «tioa for numei^ Uy an 

**«d tlagap lAo w»s In indlfenlf ©Ircaaataa©®# „»» 
xwi«lr«d on 

2. »• aattar was refarrnd to Ta^ialldir fSr m<tnSry 

BM 

s,]0.tt 

3 . <«><nt tha raoalpt of tha rapart of 
lahalldor w,s coTOoioatad by O.C. 0 . 0 . to !.*.«. 

“ 50 « 

4 . n* ^iteairt oaa oallad for , p«r«aj, latmia. 
by I.B.H. (01^) far a aaoond tlaa aa (aha ma 
alraaitf lotarriawd oBoa oa M.»,M} ».io.Ma 

5. tha .attar vaa ooo, rafarrad to TJalid,. tor 

«<I 4 lrr « 

». Saond raport of tdwlldar na raaadrad oa 

t. I.B.M. (City) paoaad »rd<ra to tha aftoat raaomad. 
log that tha waloait dMold ba gl,«, , g^mt of 

b.BIV'- P- -«*h tin bar a«a «r, dhU to 

Ihalr llraiiliood aad vara la . poaltioa to atpport 
b«. tha raaoMaodatloB of i.a.11. (Olty) 

“""■loatad to OanraMot oa 


i. tlm tocm la dl^oalag of tho oaoa at tha 

Bollootorata l«,al vao slightly «a-, thtf. 4 .athfc 

*• n* t^alldtr to<* Omt 3 laatha tlM to aabiilt 

Mb rop^, 

3. *<«t 30 day, ttoa oaa t*«, by i.D.K. (eity) to 
oo-oaloata hi, flaal raooaMadatloa to Ooranawat. 



286 



.ly 

r~T 1 n -'rn.-r-i-(--fi pr-rr,yrii r---mri'yr 

IBiilllii 



1 # 

3sr»i.4# 

8.1*St 

9 3fr». 7 rnmettm 

Mm 

I0.U.43 

23.4.53^ 

13 pt9 10 WltfelNl 

% 

2l«12.Si 

im 

9 Jflb 

4# 

17.3.S3 

7*1*88 

5 |9r« 10 amtlia 

s. 

l%tXS9 

5.8.S7 

4 y»<a i iie«rilli» 



11*1.56 

3 iva 

f. 

lf.3.SS 

17.7.64 

il 3r« 5 MEMftlts 

i* 

jyi.3»S3 

: #*S.S® ■ 

■ ■ W'. ■ llfir ■ fw j«^pp^ippaw||i!W ,. , 

•• 

2S.S.S3 

aU7.56 

3 $t9 3 nortltii 

m* 

33.J5i.53 

14.4*5f 

5 ITS 6 


5.1*54 

1454 

10 9r» 

12W 

1I*30*SS 

1459 

1 jr«* 

13. 

W,4.5t 

1. 13.61 

3 8 

1^ 

33.4.5i 

1963 

4 ira. 

IS. 

JI.1.S3 

S^3.^ 

3 jr* 3 

Ifi. 

1.4.52 

14.9.65 

3 jra 5 lOM^iis 



3(5*9*66 

: 4 3/em 4 







I* >*»3»8 msF 

%i> eiSJjid *lial«ii for %h» Eacfftti^Boati «»f Illal4ilwd4»l 

to tbs StibordObti^ OStSxmm* tfkd i^MCl t«ict •ff^t 
Sxm the date of their aotlfleatlmi tjn tho offllQ. 
Qa«Mtt«. 

%» Ppgiaitl<»aH . The teem ^ebordlmate offiiNi* dNiSll 
JUielmde a3.1 offloee tiadmr the emfytnt of Vm %m0amt 
of lf%^ o^ar thm those of the deortflgridli^ 

the state I^egialatiire^ n*m Wkgh Gmse%, md the fnl&lm. 
iervise OsBHdsaloo* 

% (13 Sahjeet to the ironaAiKae of ealHrtilji (2) 
the reosoltaeat to the loyeat frade of the miaieteri«l 
staff e^idl he ttsii- 

(«) hy a cos^etltlve test, ohi 
(h) hy a eeleetioa of reJ^rwiehed eiipleyiMie aNI 
oaMdlttiiry peraoimiiil In the fdllowlae evdir 
of prlorityt 

SBoloeiac SeoevtMaiili* 

■ ##% ^.^^....-m . . '^.ae ja iL,..^, ^.^....-..■.....■.^.;A..,.. ■... 

m iMWif 

(li) IhMO^ljOTiiOa of the Ihoi 6t»S3. 
Sapfd.l«a Dspertim 

(iii) SmHwqpdoyeea of the BeOUhkf end 
BMbdlita^icn 

(tr) %»Min^loyeee of the other CkMrae^ 


(i'f&«>l)M4ipl.«eed goIdemStha, 

(r) Hoa^^ md mutery fmmimmtmm 
*• The head of the 

eeiiordiaate offloe shall fiscertadn the frolNd^ an rib e r 
of r^saiieiee# If any. In hie offSoe dertne the oawree 
of the year and if neeeeeajsya obepe to miBe 
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il» faet g«a«ratl3Ly koffasi, 

5, Teats .to. bft ..h eld namidlag- Tlie ornpmUm tent# 
haild a'b least OQoe & fog/f agad # the Maw 
m^eelfiled Ja tl» 3ch,edPl.e hy eash of e iwSwrdlai^ 
ofCLoe for |»08ta aot raifilrii^ teoiiidoel TamMj^gf, 

••g. at«Jogri|)5^ji : 

provided thafe if th®^at^«lgth of apiy oflCtee does 

■*. 

aot ijarriffit aPauaL reOTeudteaat^ &r rcKiriiitaMBt ia m 
PflPrticmlser yscTt & c^^etitire test ahall IM hiii 
^dMoerer it beo^onea nmmamtiPy to reerait a ainiidieriiil 
servant to the ofile®* ■ 

d* gobjaeta of the te®t||.» (i) tim ooepetitiv® tegte 
ehall goe^im a irittmi tegt aa wall as m attSL 

(3) The eobjecta of theiests «Ktd the »axl»ai »arhe 
on •ash subjeot ah^l be m foUoimi 



Sob jaeta 

„ Kiie^ ': 

(1) 

Q fe ll. 

ParawiBaity 

0- 

(m 

CIttteral kno^adge gsd goita^ility 
fter the part loalar peat 





Ci) 

Siapl® drafting (|« Uadi) 

;W:^ 

Cii) 

Sgsay god Ideals 'vrttiaf . (iaAadi) 

10 ' . . 

(l£i) 

ilgple drsBiai and preoig: ' ^ 

90 


auxotAt. 


€1) 

typmgri.ti3sg in Bagllsb and lindl 

SO 

m 

^xartband in Ifibadi and Sngllidst 

90 


Itote* Cds^datea m# tsih® on« of the above aeittioiied 
eptimai awbjeots bat Bay take both if thc^ go 


7* Seleotim of caadidrttee^ (l) Cto the renaltg of 
the tegt^ the bead of tba isaQ^ordlliate offioe iball 
select a amber of Ca»dlaat«« guffloleiA to au the 



tmSm’ ftf m im 4 md 9ttm 

Iw liMB m m4 thoi mmof 

am&tMim 4o tbs mdmt of ntwrit disoliiwNI # tl» tomi*. 
(S) 1» mm hm tie^ h&m iwiloo'M lkt mm&mSumm 
mihw3M (1) 1^1 h9 ippoliii>«4 to #1^ Ttgamsif 
m^brnm tl»s list of sol^etoil o^ft^ldtotoo is 

(3} CiHMal nor ^ 1»y n^KdMIi^ 

|H8!*iK»i» lioro ooi tjma tin tbnSr furtlnr 

rotoatSoa gbaill itpiiia m tbi^ t^^Ag ths imxl togt 
ImtB® ooloeti^ lA it« 

; 8* SSSBMmr ^ointooalo to li%!kir pogfeg 
omiiilma to bo agtio hy peoso^^km 
/ : / ikwi^ tbftt : if^totnMkt Mxsst roomlingnt 

tl«i ox^wfc parnitfc^ by Soparaowot aoti ta pacii nganor 
«o noy bo pronnribod saj mLm bo a«i% linro mgiteroa 
iioooaoflry i» tbo md&smim of tbo onrvioob 




MrS«^ 3 tbeenMleJl 1 amlli 

Optm 1»US 

&f3(M ifstm* Pr«erlli.jia, % MmMNi 


LiMste'es m aicgtfiiaAtiim ipai | BmmA m 
ftoieMnns of tfeo CollaJlsors^ I Baffseu# 

I Myiiital 


fmmuasr 


f Mimal 


3 


CaotljEc is 

fpmwic ^tlag £a 
«0E»dll afd. dagliil^ 

olaaii* 
Cfi»iili.<w jM ai^tow 
iQ^ds b£ I3PL«% 
Coottilg!)ia«ii% of £11«% 
(ueoiliig b€ Tvmrdm, 


Bs^mitS. »i2o« idUi 
opooial tm&stmm 'W 
h9«ii of gt^m to 
0oIlMtor«l»o in %&• 


aaotlotio mA 
m(pc«PBFisM,on of mHAm 


Imimtm of mfiOm 

I m^m ot pottf iiaKlc% 
of T*Ju 

mA Par ^tii« of 
off .!««•« lowiT 

aonrioo boctcay 
eh^ef^ 7011% 

eig«s sr o.f* M 

(bttMNl on 

fSmA 

Wlmf fmmim Bu^loo) 

i SMTflllO l*Olo« ODd 
oooaont (bfioiA m 
Ooft. oorrgits 
(MMI 

ClM3ilflea^o% 

Coolrol 6 J|ifNi^ 


W 4@yn 


f Sa98 


(Iriata«l 3 iaifs 

Wmmm Mm 3 
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S«^ I#iasi» 3 ism 

Q mSLmim 3 

3 4m 

0«3* 3 4m 

MmAx 3 di«ri 


c^i* ikaim^ to ii Ckjwt 3 4m 
to a Court 3 dbpi 


fmMist 3 im 4M dm 

Cl{}<«4bi^ trisinlog i4tlt 

TahaiX offloJugpLa p>ortiQKilorijr 
fagixt ligtiilrar 'BsS>* 

3<M»f yja.3# M im 


ex4sst%y tkom *4,1^ 

pma^amt 3akJSmsa»y 
otjaii|»% iamst 
iQOl^ CMtral. lb Statoi 
ItMMadto 



aftor |ora(a(tlio«l Wamim ^ ft 


«jB4 tegt Iji froeio yritiog & ’^sMm 
lis 3i^£dt gaMi . 

flMovfttlfta^ lootaroii a^jr lift IMI'tarirftA hy 0,3« 
ftoa bis i|MMii«PLlj mSL-oeMi n^aft paMmlsg^ %Klr» 
B«lll«» 0»Q« sad fmmmaPT Msd Cim TmMm <3/Q 0«0* 
twsmmspy CCttoMr md -iR^^aoMotod by 90l«a* 

- Ite Jftiii:d.(l ftaioiftiKi a diaT?’ iMbii 


iatfiitltl bo mtaittod oo^o a vmk tbroo# tba ^fSolal«» 





t9m 

tm 

HtttlMr limiiMefiht Ibr' « |i«rlM . 
of tliO i&lil 

«f£lMt aesd w^sntm 
coilrsr nwit Sa dbitfraplMH* 

91 iim 

tm 

tm 

Mbi^ bsr @tii) «t«g« la Ms 
pemmti Hjw se«l« 

T! difs 

$m 

tm 

E«last^ai»4» Ms iliryisr iaaesmats 
ulU be mtMM 6xt m period 
of tso TttiTs idAioat siwRidlsttfa 
offset sad idPll not bs tmM 
t^jeod iabal.iit«iaOs jidlouaooe 

in dam " 

im 

4» 

p mtrmm mtxf asii la 
«lisrsst«r vets. 

79 dips 

tm 

„ 5* ■ 

lelai^atsd god li.ll. iiat be 
paid sa^thlag beorsad audisis- 
trane adlowsaoa* Ms flartlMr 
lasttscmitt fbr a psrlod of 
tfjO' y9tSfm <idlli4)sld 

IS ds7« 

tm 

% 

SI sirsr ss sstrsr aais 

IS dop« 

%m 

fp 

p «drer«i Mbry agio 


tm 

8# 

p tK0smtm «a^ s«is 

ISdsps 

tm 

'8# - , 

Ei^kiosS br too stpss Is bis 
pTMOOt s8aa.o 

•i dspii 

tm 

Iftp 

istti 

109 dsm 

wm 

lUW 


S dftls 



p aivwsis flwl»3r iNiio 

s dftsa 

wm 

:% 

@tts laersBNAt siei^pii 

43 ds|« 

rnmm 

4» 

BsSasteted* iflU anat bo paid 
bftieoi sabsljftoEMNi «!ao<ii«»e« 
iSroadr pa&id* laosraaotit lAtb* 
htaJL for ft p«rl«i4 of tiis poors 
ottboiat eM^tioo offsadi 

ft ^ 


iSiS 


mm % 

lEm'mmm 'Hsr « |»«eM «f 3 
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JKtf’s t^KWWldU AiPWPgi* mmr 
Cem Mr^par fkiar liNriK* 


i^S 

■ ®« 

Ha adNwso inla^ aiaii 

Bs mm 

19iS 

7. 

Mita4|^»8S tmm iim data of 
»ii?5ao»i®a, H« wHl m ^loiiod 
oaly half ^ ^ 

p«p^ of 8tta|»«aalii!i. iii« 

p«rio4 liii, homrmtf emm% 
toiWPtia pmaloo. m m9rmm 
misty ala© sa^ ia tha 
oiMTastar rtSl 

W9 4i^ 

IMS 

9m 

m mirmtm miaey m&aiB la 
©lyraiBtte «jai 

lOldaia 

IMS 

% 

m mtey 

«fc«pietar i^H 


tm 

ao« 


Ii4««nt 

IMS 

11* 

■ 

••a©- 

ItdioiB 

mm 

1*. 

loti off 

133 dayi 

mm 

2m 

Charge© aoli pp&md 

lAOdaia 

mm 

3* 

Ghtspg&ff aofe provoii 

m • 

tm 

4* 

Cmaorad 

mmm 

ifS* 

5* 

M adraraa miry a^y|t 

iMdtm 

XwW 

fi. 

m sdsr&tm miry mam 

HOday© 

11 jiRiiii.il III ^in^wfli||jj|f' wP"' ■ ■ 

^ f iyiit 
4)JPIPP 

fm 

OffleiadL io^aa pwoidli®* 

immm 

ijm 

S* 

Bonovadi 

mdm 

im 

S* 

Balaatafeaa goa poal^i ullli 
s^oppaga of oaa 9mrmm& i4th 

of tteter, toorwrtfc 

SoiSoStiit 

yum »ypsXS^€8|0ll ||l!l0?iy#e^' 

aS3‘aady jaiowad 

Uiiasm 

xm& 

20* 

Two ta«r«a®ata lA^ali wl-tti no 
©MWJlafclTO affaot, itefe to ba 
poafead to 0 «»t Haa thtwfe 
***** ^ traaaitaPMi 

Wdiyi 

mm 

ll* 


niiiLft 

13* 

Hia tw laotaBMigl viHgiaM i^-Hi 

a® mmaa^9m alfbaC^tTS 

la Oaort lim 9m n) Mar© 
to f iliali 

mmtm 



$m 

jyK» 

Ms fmmmrn fye 
y»atw ^mrnu idtli murm 

*tr^ & «da mm 

my psr imp %m prnm ©f 
^•oa» «ll0tiiM «3F««4f pm 

2M 

ftl 4«iy» 

ltS6 

14 

^la^atftd Hill g«t» |^4feii ^ 
f*’ th« a? 

*1 day* 


15. 

oae laeraaMini dtl^ 
yiii Btat affiwjt la 

ftttw# in@r«naiit wlU aot get 
bayood tlia mhwimmm 

atiOMig^# paid 

10B 4a|8 

m& 

1®. 

iaa?a««Bt vdliafesia MWi 
fbfeare tt£f«et 

^lyii 

XMS> 

XT. 

m adsr«rs 0 eatry ataie 

m day* 

im 

IB, 

A waralng gtvm 

105 days 

mm 

m 

Cbgg^fta aet 'pa*iif9!e!i 

105 days' 

mm : • 


m m^mm nmynm 

58 diys 



M 4.»U 



4 kto ' 


aLiL.A.A, 




^fm»4Mxnm^ ©iwm jii»««wn»ii‘ m ms^im& sia^ wm tm wmw mmta* nm iS«MPr, 


IM 




fibH. 


ita.M4 iM murn^ 

^ ...,. 1. ^»SS^SmiL 


% ^kmmm ‘^mis»4 mm 3^*iP»ii 


mm s«ip» 


m 


hh 


«fsi 

Ma .:4jiai#.^iiiMi 

nm a«ii #»« 


.*^1111 #1 Ms 

3l.#t 

%il!ift ^itll 


l*ii 

S3k»l«^7 


n*§M 

zz»9m 

msm 


mmm wjfm/ 


»*3u®r 




mmmrnm/ M*»*i6/ 

ius^ss 

jkw ' -oMik 


ms*m 


<»»% 




mSiM/ 

Wmium 


uj*m/m0m*m/m*um 




Ih*W 




T # 3iiwf 


lS«f *1^/ 
i6a«07 






msm ig^*is 


m*mm m#$«f» lll•i«ii 


msM 


I*#. 




la iMi'^ik 


3«S«Nl ti«r 


m m 


»«i»ir 


Wk € 

msm 

88*13U^MI 


m»%0/ 

m^thm 


mfM MtM 

»,i@,ss/ 

IS*3P*ii/ 

lf«m«ie 

m»9^ 


ii«i^ 


BAjm 


■ ilMte 

^ !f jt ' 




( m^z^m (mz^) 

I um^m^ mum (mM) 

c m*§Mm, ma^t mum (m mm, 

mmm, (M smM,^ 

Bmm, um,m mum (fstm mmk) 


m* tidmumS^rn, MBrnm UUBB 

$«4«i$* m*m» mum^ uum muu^ 

mum 


uum^ fmum 

WnUm --■ -■ 

mm4im > • , , 
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It- i* nunbar of Sna^oetionai SM. 

B«. M a/aditioei tba fOIlouiag ofJflaera isiprs«d out 
it}apMtloa% UmSr ^tma of iaii^^tliKi Sat« &t 
mwptimom ir« beloijn 

of laspacting Of Hear Offiea Sa%«ct»d l%tt® »f Bata of 

& 


tliar. loiTd of iMmsw 


OoeniasitnoTf i3LlLg^sSt$A 
Wofie^m, illatobad 

ligpactar of 

omerna 




Oolleetorata 
Cem-t of J,0, 


30»9«i6 S*13*S$ 


S3»9*i$ 


S.S.M 


Court o fj»sM»a 

Bmcfe l^glstrotas UmM^m B«iS«6i 


Cmet of Baaeoii 
Magia^atoa 1% 

mi 


iSI#30«4l8 m 



3* fim glm the <late of oaa|»li«oa% ite« 



3i* %. 


(Mi, 4Lm (i±^\ 

Mem 'Of Folim St&tlm I>a$m of iaapootlMi 




IMrafjnap 


2. 

Mhgrpar 

B»l!Lm 

3, 

Bhc^aiijor 


4* 

SSke^actra 


■ 5, 

BfeosaSagsSP 

29«ia.M 

#, 

Oltatigeisiir 

23,i2.iS 

f. 

Sojoti 

M#12«SS 

3. 

Bi^iaoo 

23«ll#«i 

31# », , 

.Haso of moii; 

Boto of |jii|>«eiiloit 

bv tlwt tt-tf- 

JLi' . 

3grapir 

: 2^i2^m 


jS^mrptw 

9«i&i3 

v3ii- . ■ 

3M.ajhak 


: 4. : 

.mmdha 



HaXaaa 

1S.12#.SS 

S#:„ , , . , 

»a|pOT 

m^mm 

■Tm , , 


suM^m 

s#;, ^ ; 

Ghatafftpar 

32#12.€3 


Biqtoaao 




290l2*m 

11m 

Shifc^gaoa 

28, 12. 66. 
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msmE m. .m . .. 

mm. mmmmoM OF.mLQ.?i^mm 

wi imm 

flM Gollactora*® ia I»c|asotf was «arli«p loeat»t 
4a the ■well 10!^hai«d-di«ila KasMiari 1bii4l«.ag 

liiich wa.-i canatmeted 4a 3S33 ia th« Hawifci t4ae, 
llith the grotj^ of work cscwwieoted with the distriet 
Goarts sod offices .shd setilig tip of aanaher of 
allied offloest the t^Hdtag ceased to appear to 1)e 
suitable. The buildlagf evea oth«>vlse 9 dae to laji^ 
of ▼entHlatioa barred th© passage of air 0A 

light, was pointed, to be tiaaaltable for aaeh aP ls|)or- 
tsflit offic® as th® Gollectorst®, 

Th® <|i 0 stioa of coastaractlDg & new buHdiiiE for 
th® ColleetffiTate was, lath® first iast&pca, offieiaU} 
gir«» rocogaitioa la 1915, as a re^ilt of i*iieh, a plot 
cf l^a was i^rehasod for the parpos® 4a 193S-lf* siaoe 
then atteapt-s ware cad® to aascate th® plap of 
the schaae but aXl in valn. 

It was floly la 1955, ^lan th© Dqjuty Coaila@i<»iea 
l«okno% mm ^aia, r0&pm»d tba dead (fiastioa gad 
caphaslsad the need fhr a am CoUeetorataballdlng. 

1 tmtatiire plan, with the help apd ccssBltatioa of 
the Chief asooutiw® JEQgia®«r, Fublic isTorka BSpartffiaat 
sad the Chief ^chitact of the State aapaotad to 
larolTra a coat of ts*aD Is^s, ma prepaired, bat the 
thioga ffloved oa r other tlotily. Hotjever, la 1958, 
initial grapt of Is. 5 Xaca i^id 14 thousaad was Bade , 
towgff'd sta^tiag the coaatractioa ofthe proposed 
Collactwate prsaigeg* The fbundation atone ofthe 
bu'ildUg was .laid' by the than Chief Maiatep of CtbdP 
Irad®^, ir. Ses^waantad* 
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Tim m 

tils rsipialtm fiirtimt fSMm^isl fitvn t>liB 

Qm0a!wm^ mm as^ fi»rtliet»fng lisi^tt® 
tfftMfta md repiSa'^d y«$ad«ra* ilMaataClyp memmigty' 
tunda Mwra ^ ^ AaposaX of tha ilMc* 
OopartewKife in Haswsfli ifSS md ttt® l>ttil<ftiig mm 
far fmmap&tion by Oetsbar ItSS, aa.tli»i 3 «|i * lSjb%l« ptwi. 
tion a^li rm^m to bo bailt* tbat la liny &fm 
ttoigb tiMi o-ffjo«a of tiii Oolioofeoratt aorad to tlio 
nm pemSma .la tbo laot msk of Oots^Nr tlio 
biiiidiag has aotp aa 3»t, h&m ofStotaHy mm* 


■I’Qgp.agi.d .heaag og 


K-tas- 1 /m 

£-viB»-^65 

K-*^BN-4/‘‘55 

K-s®H-5/gS 

WBIi-d/65 

*»WB^7/65 

K«“^© 

Kp«'<iB’f-.13/65 

K«4B’C.i4,/r,5 

1£-y0»t..l5/6S 

s-ASii^ie/ss 

1i^mUl7/6u 

K~l©ft-l9/65 

K“'i»S!i-.31/55 

S«V3«J^33/65 

K-.’.ai'j-a4y‘'65 
E-va'T-25/'65 
K—va '»«26/ 65 
%^mn^z7/m 

E^a5^3B/G5 

K^isijis^SO/ 35 
E-.>aS-3l,>55 

K-ifflS-33/65 


Kst&blisbmnt. 

Casual lea'll appli^atloas £ll»s. 
Pergens'l fH^s of CoH®etjAa jbShs* 
Keeovary certlfiLcates* 

Corjfespoadenc© fiH® (fan^ti^) 
file 

Luirsjj sjaa rscwary file. 

Subsidy eapotSuBu 
Gratutes Eelief. 

Sustpansion ^tswl post permaweat til® 
Bosioolon 

Co«fcaialt3^ (srSneen te iesua of 
tsoorsix*® pi^seessMSs. 
file 3A-63 ^atemaafc 
me mi sfcetaaeat, 

gbataomt. 

Sta'^sKen^ of file for Hepreaue ye»r* 
Stateasot file for Fiaaaciiil 
Jfoatbly statfiwmt of tesdt all Gort.daei 
Retodabls asrplsie of Ii,l. 
Of*rrespondanee of gtatwe^* 
igrioultmre dues oorros^ndeaea* 

File r«g»irdtng jpc category ©f %,%, 
.srreers, 

'4A.F. Heftasd file, 

CSorrespoo (fence of a 2X a»l 
State iiscolse oorxoi^aditnc®. 

Miso, dues reeorary ecsrreapmxdeac®. 
Peatol Roister File, 

Coup ana 

file of Canal iisjrreiata I 

ilBwrd. ftlee of Boird*8 ordter, 

GjgkJtrd Files of Gowmaent ordisfa, 

Jridit Inepeotioit Sote aUd ooB|}li4atie®, 
ISoRtbly aeetifig fSlea, 


E-B,S,-.1/65 

Kp^I.-.V®5 

M,S.-3/85 

X-a*K.-VS5 

W,E,-5/65 

I^,K.-6/S5 

65 

E-^.&.-30/0S 
M.E,*13/§5 
K^a,E,-12/SS 
I-R,E.-13/66 
K-a,K,-.14/65 
&-a.E,-l5/5S 
i:-E.K.»i6/G5 
M.K.-17/S5 
K— R, iS , — IB/GS 
K-ii.S.-l©/65 


fay Bills 

j^jpolntEiAnt, 

Suspension, 

I<ei2^®, 

Pffl*sott8l file# of Ifce M%)ila, 
leoord smt m% sMa, 

Weeding of Eeeorda, 
frograoae test of Sbowat, 
Statesent jrinsvsr Ihgrlf, 

Statoraent Jiaswaff* Eabi, 

Stateomt JSaswar Zaid. 

,3roa St,#.e^cat. 

Reat^ and ffiilding statsdent, 

.’fpsul l,and. 

'Irov© Sxfcract file, 

IiKlaat file of fiDro®, 
Gorsjeapondmc® sorvey inslaraotiona, 
aiection file, 

&®3n SspaJ file. 

Person:;! Ledger Gapn SsWai. 

BbudaU correspoadeeice. 






i l C I i - ggt i art EKg' 




K^I..2^dS 
K«R#X# *2^ 65 
jpfc«>^*K!i»*l34/ 65 
IUS,I.-aBi/65 
K-R,K,«2?/65 


s. G.-a/os 

t, C.-.y65 
X, G,«3/65 


K, RG.-a /65 
K, EG.-.V«’*5 

K* aG,-3S/65 
llSii»i4/65 
E. B(&,-5/6S 
E. BC-6 /65 
E. le- ?/«» 
K. B0,-6/65 
S. EC,-8/65 
E* RS.-3yQ/65 
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OatfTd me B»0d. 

Qaapd file G.Os. 
file of Cw^t» 

file of rfln^er Tow Prj^apawi, 
file of Militsry Papj^ai^* 

9mm 

ladeut of B»sas. 

Correapoajfene® of Iilbr^y, 

file, ooaeignaent of Copyii® |ppliea.tic»ii. 

RMSii:a GigtE 

0a-sa.3l leal?® regiatw, 
lh«|}eeticn Watrn files* 

Gon^liance of lai^eotioa Hbtes* 

Transfer ordaors of offloiaila* 

Ue^ateh Ilia, 

Guard mas of B,0*i 
Guisird files of G.Os, 

Keroaea oil deaLars* 

Statioaery Bidaat fUas, 

liiit of aeadiog of reeords (i^al)* 


I##'# t ft.« %.*'t 


wmMmKmmGim 

s. ET-l/SS Statemaat files, 

E. Guard mea. 

E, >iT-3/65 Mao, fllaa of BubksP, 

£• af-^65 .Casas fUas* 

E, MJ-5/65 Sugar dealers fllea, 

E. MJ-5/6S , , Giles Of Cold amitb. 






£* 

E. 


EH, 


Vfs 
IK.»4^i5 
]iE,«S/65 

lilt JSL f&tSi 

E, 

I, Sf,«l ^65 
lH,»/65 

.^,-13/65 


E. 

I. 

K* 

I, 

K. 


E. EM. 
E. IIM, 


•W6S 

-1^65 


MkMm 

SaLeaiae fbons, 

SkUmj bills of fasoewi 
f^e of i^aisMOfl, 
file of bell4lsg«i . 

file of r<|pdPrs of loillidiii;, 
i i doluBtlim fHo of jkIss, 
faroMMl fUos of piflnto* 

Casoil lo«re of paono, 
mse* Gerroa^dii^o fllos, 
Cerros^poadkmoo filo of 01d jgo pcsisioa, 
Jlles of fastiTals, 

IUmi of looal Ilirkot rates, 

Filo of Potttioa writers. 


.u ; 


#•##40 


E. ^A,-J^^65 
E, SfA»***^65 
E, ^i,-3/65 
E. 3Ti,-V65 
E, STa,-S/65 


file of 2W E,C, Bouds* 

file of R*G, Boads. 

file of Baaltbauce. 

mo ©f ^aelia«i aignaturoa. 

Gussrd file of peasloaers CIttSI & 





* 3? 4-7 /65 SaECiae daea. 

Hotoj- raa .etraffc l«fet«r of the fil© ai*ib«ra 

iadticsfeed sgaiagfe ©acb SRsbjdot aifesiada for 
;•■ tfaa ^ri-aa of tlj« T«^3il, tfid afttbaaqfiaati 
v1.a, il.B.’f. ©to* s^sfiad for th« 
Brijach to vhiclj ' the file pertaiaa* lb® 
next digit stayada far the aarial aiwher 
assigned to the ©ab ject aattir of the 111© 
in the list of aab^ed**®* digit 

■■ staada the o^tfider^ ya-ff* 






Hi* Sjjgiig ;?C?!LLSg??tll , 

•wBJpwWl'i'ipiWPiSlWIii^ 

botli Qet»iaiai IteflrssKie* fl^ij im&lrSj^ 

mmeiman of poH«y or lil»iy u 'hm&m ptrnmm^ 
iboul^j, iKiywer, go to tb» WLa^ltft 

a. m^uss>n of FimiSm md ^^opmrn 

inmsimim ^icwate^ 

Poaefaagrat laj, f.h. 0*, BpaiiIM.tio% :%rl Jg* 

«i4: aaoia^ W.fara. CB«ro alao tht Con«otor»« 

Sm<i^Un lOiottli 1)® to t^sm troi«i dlmatlvofl md 
: , wdma latolviag poHoy 

% mmm. mpm^visim of m&4 & CJbrli md 

■8i8«itt (Jbilferol* 

OsPUf’.oJl .0jp t||0 ^Oiypgjpy^ 

5* mra «9triet ttmaiw of mh tateIldUr«i 
al»4 :aipjty Sollaotorg, 

:#• Mitotlutloa of wA moog Offfcoro, 

f. C*i»o roiatiog to appotatsaeat of te««r7> H^Sgtrat 

1* Bay % dtiy a4»Jaia&pattiioii «r dilirtrl<rtfe* 

28# ir»I,p, dsfeloa, 

K ft^!>irrii^o£i of th® cai^loa4 ^aefl^ nmm& 

Clolleoti.«ag| aod othar offlm wa of 

rnimut^ irnmmrm ttmatma md pootteg® «f 
offloiaa. 

4. a^soTfioioa OS' th® Usstriat omoo sad Root 

Goatrol Offioe, 

5. fr^isfar applications md rmtwloam of %im Ooort of 
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$• l«sa« &t dbmixsHe, gchedole eatfb® aiad moh otbcr 
Mm c«rtifieates. 

fm Ceatrolliog ^titority for tii® T.a, bills of Gam^tod 
Omoesta. 

8t aapesTvlgioa mat tha Goart wark of City Magisto-atsf, 
S.B.MSf asfcra Magistratea BowJ/rtecj Magisferataa* 
9. laapection of Jail md Jail eoi^laiatB. 

20* laapsctloii of Polico Sfeatlaaa, 

11* Idceai^rig of jpms sRd Jgbqplosiwa. 

12* aipaanriaion of D.S.S. & i.B. 

13, SapaEnrisioa of lioeal BodLos* 

14, aaparrlsioii of th® lasal Offloe* 

IjS, Sapejmlalon of Gimaolldatioa Offfic®, 

16, la^ectioa of Taballa. 



mm n? R.ccsfi4s©i«o'ts 4®s im'mmm unm 
loixi fmiMz.1 If nmmn “m m 5? 

cottasTcmirKs wm 

awsufflbar as/3wis %m .if!i IS to 'mmmumm 

Of T»iiA3Ba2s ufm a.o.%. A*JHs«y2M'3&«C»M*? 

•ftSbra jpy t# 1I68» 

Ci)* saimmffis 

JL« Hidlix eiid flit a^ld b« Sjiiliatj||£i(id la ilu 

.iQglii^ EiBGsird Eocmr 'Q9iaBn^s4k r«^gist«r imsld b» 

hj tba #(idl.d y0t la ilb* 

Saisirdt* ladt» jgid Hln x^#<i(ra tful ll^l|>l> m& ' 

DNMif fttdi XNsgiaiiTs of all Ma^ iMulitidiiiMi aliiaiMCfl 
Itowigliait tlho ColIast«rfi^ iilmld ^ 

Safctiag ufs. of :]fo(|i.ir7 Offieib 
3* ateld b» |KJ* laadir 

4» ^£>o«te« for %>ba of 

$» %nN> Itrn^ atm* 

fi* iioliijjett of csopitag !Ji|s«rt»«t md adam lAtli 
pilasopsat of tliroo Oopilii^o aadir tlo iiNiwaBii 
^leord l«oi>ar« emi aii«r t>ls« jadlioiiiil Booerd Wmf 0 P§ 

%m tcidir tiem d»0*H. (1) tm docrlait 7i|iiill 

md m* .la rmmm tuo 

f» b«k«- 4 E«i|>«ff olx^M bo o^poiiiroi li» p«8o ordani 
m a^i3«tSms tfid sh«mM l«M booi^ miij a fow 
dlffl«iaX*fe md mmsm idm aapso^on of 0«d, 

S, (4 Qi« fjIMMritop b» ppwidbdi '%& ogob Soi»% 

00 lAlefo ooold b# ood «, oo^y tbaroof 

bt w«r to tbo ^gsmmd* 

t* JaoillS-loTt t?f loirsaPCliA #*•». of 

'loo? fSlo* 

10* HflBjslg'oiss'ftt of filoa of Cl»:io 1 (to bo ^apt ftr quo 
yogr) aboiia "bo doas 

UU Co) Hlaa rola1d.ng to {tecistloao Sa byo law Oi^g In 




i3eliia» sill eastii ii» 'Muth tli* fiaxliia^ pmiteMk ic 
%hsfm stars' iai:ff'i^w«t!t or t»mpmms^ omm U>> iMaii 
?$ X.I'^O* $^p%Wm Al tliii iNuM b» 

els^s il b« k^% t&s as ymm-sh 

IZt Rim ahotild bt »8Kfe in iiTpHeat# ftos SS t« 


th» HaQora miw i-? be ia EteNoNl Itmm 

and kept ii« a l^m le&f ?11% «id tba to bo 

rolfwsiod to tb« 0oispt* 


lft» foWii^tSL mff&nKt« oartifioat* »iiof bo olloiieil to 
to is»ps0d bj JftUoi. Q£Ly a-anm tbi^ fbil imWmi 
to rojoet 1307 bo iroIbKTod to tl^ii Cb^iootor* IUi» S 
obDald bo retoiirod i$f tbo 2^»i^)aoidbl3ity of oaodag to 
tlM oaii|iHaP3« of lai^^ 

iiEia..aiE 

I4» Hflfiiftora far (t) iWMar% »raRt«fca Jiid (li) rongrdo 






iJ^»*iag 1*0 ifcCRtld MamUt 

%h» anili in i» crdiT md seaS it cn to tiMi llapit* 

wm«em& tea* & a^rgliw® (idtliiMi IsrtsglQg So §«0«Q« 
f%t this stag6« eomsmsd ^bonild thss siit4 %§ 

aincijliro ta tits H.iIl.C* tbanaagh ths slsielc «is liss to 

with tha iKdt 13^ lees so that eerzHiipoaasoM 

- 

beti#a«a aSfi ths eaiiosras4 is sssiM 

tfia say (inarias i*l<* l^.C* wants to m^m ssy hs | 

reapoadsdl to hy ths Cieeds* j 

wUl ssad tls» ofsiaioci to m& xstoro 

■ ■ .■■■■ 

tb@ rseoTiis to tte ViJ$, em ^em& taStos tlis 

{»!i!»qssdlSags ia his ehsrgs* 

in# ^sssaamt of teigs to psrgm isft4 propwiy sot 
of seoltets ia iJ:idoh Oovsraasat wviilslss ars lafolfs4 
ghmtli ho 4omt by mm osffliss of tbs l^soqpkrt 
aapsTtssot Ci*o flteiia b« m asste* of 
ilissiaUy ^Amd tar tbs ijtii^ss* 

Jarvios of not Sots cgia ao^liodl^loiiui oaiar ths 
^aisbrisl XHlsisotss Mt Amid bs amt 4Btrent to 
tsM-ldipr aot tbs IMI» 

iabsor amras wblab 0 ® mA to tlm tsssNl not 
bs iiia«asd» 

Bapcrts fheiai tbs Jails dNsit prisemars Am art ts 
bs ipaSLssssi so fvAiAim AmM bs aseil to iwlSv ttasc^ 
md ant tbPso# suit ts a»t» 

it* essdlioti of ssotrsi :vsgistsr for sna for 
trigisfssra^ Qwa^ ms^mta mftw Ikis^Pi of Esrsaias* 
IsftSpt fJT Bsscav«r% Hstols ood mlwaastle wsapEms 
iaapsetio?! of aW® at ttai t3«i of roasiatl dtouSld bs 
aboilfboi* d*3»0s aOd daaattsd folic® ■IWlosrs isy 
laapoet th® j^a of the liesaa®®® whllo tha^ ars m txm 



ilxKild rmmt th« Xintiietaa foruvprd tt^i 
ai^XIfiatloa* to tim jma Cl«k tost wk^im 
mtxlos* 

E««s^ %hitm 3«»aP» atoald reeoBawafSodl to 
thO lio#K]^|@l0O« 

H«i«wil by poat aay b« triad. 

H«ae%*d yom of tfeo Xicaaco iteild ma iOtm tlwi 
data ot gtmt of ll©«»a* 

lia^ltatioo m tho mm of bj iio«aai|i 

al»«ild ba \iitbdP8'ya* 

aa* Cto® pmm Bay b© «i*bruot®d ’aith th« t^cb* 

’faslr* a ad^ipc® fStm %lm oBt th# warb skmM b« 
do"» tbraigb tb« ftotmmtf* 

.I,A.lJI,,..I„.i 2 .,11, 

Mm >lt»t r»l«tli 3 g to roglgtar ao. U with %hm 

8*3.® of jid fOrfoltod pjropairty Bay be roJaoiiwI if itaBs 
bfi3.oif hmSi0f<-» ia a ea#® wire ^^.jipoaed off by Coortt l» 
mf aamar tfaiy thoagbt fit, 

f«!b »«sir iboiald be relleeiKl of wotlc relafelag to 
raglgtw no* S * Has* be paid tferangii *&«aa«»’2f 
oballapi and aot la oai3i» If fiaea are obtiieied ia 
tb« €mr% Clerk alimld Mmt tdtli tlie ' " 

OoiWMWt ttmmmmt respooelMlity It ataM b® 
to dapoeit tbe ewwt la tbe link, 

S» aeed oot salatala -»«p?i«e book% iaoswMBat 
eertlfSoataMiii leare titles^ peaalosn oaaee of peotie on 
bebalf of tb» f abali* 

, deapafesb ycBPfe nbtatld be isKider tbe *fjMfc(srat. 
O.3.* 3*S, ]3$td CaEmI. abouild fegre a poem ogjili tnd 
the rest of tbs® shoald be pooled mdar laaarat. 
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aft«r ^ atad* ia tim 

to omM b« almildi « smmnA 

lit« of omsb oXarl: fte* Ini bn prcffltet 

-^itb aitel filing draMara* 

sgugia-. 

3I3* k atatld bo piwldtedi to aid* CSaart# 

Tho praBtioe of fiadJ^ atabiirda fbr^ #i« oaMtea 
of Magiitratos fiiotild b« abolJj^^ 

Tbtir Oiat«ttii<tt fllmM ba elsmekmi litlt timi balp of 
*pjidrdtoa»«»« 

9NL gaolitioa of r^gtor m« 4 Cfo» i4) of mhmlUtm 
aooiia pujarji* , 

IboMtlbs of rogbitor a? filss soot for ooploa* 
jlbolitiwi of rm'^Amr of c&mm eoanlttod to inaoio 
jbolttioa of ragiatOE* of prooaaaog. 
jBsolitioa of ragia^ of bgila ^ptfitoS Jo ms®* 
bailabla offaiKSoa* 

;Snrotlos Jo isniaportaot ^ti^a AamM bo ’forlilod 
bjfidEilo. 

fbo sl%to» of doy&to Tm&rd AmM if it oxlabsy 
bo tao ai®? '^tb* 

of OiMt bo ; ..: ; : V 

' ■ JS^mSSSL ■ ■ 

oatbod of oarrjiiag m ism&mMmm 
obooM bo dtoo «inj tdtb m rngkammA. ^oemm^ of 
feoodiii fm tbo IEooiwqUi^ Offloor to uao bio 
ooS ialtia4looii 

Mm Mmm%@ partloo abould not irlait Collaotorate tm 
W 0 tm tbsB too t Ja^a a |«ir oaoopt fbr i^asilafl. M>«aoiai« 
Mm & ipoatar pr«oci*ib»i| bf tbo ^Il« t® oarro ao o boaio 
far tbo Snapoetiona ai^M be mis^ b^ 0«S« and Senior 
Clerbo* 


310 

»• Xlndm the o.S, afetmld he » 'awiber of -mim QtelEa 
m «{wld eirh have JteiJar C1 «pIes iwMag ma«r the*. 

g-S-4JtlltY 

!• Ch« 0 ge of |»eo«te® in re^geri to papmits by 
pirio^ajtsai. deiioaitara* ■ 

^■ Ch««o of prooeaari. In r^trd to pamita lud. by 

caastf. 4^»ttar®, 

3* Aolittoa of syatee of pa^mat% by ebe^iiioa by 
d^ia3rta«t» (parti^ly), 

4* RalAi^ of T3t&am*y Cl«l to the pm^ of 
tpeaatia^ Offleer, 

%. Payaaot of th® bin* of etnff 

«4 th. dlnbnraio. of p,y ,, 

Of wrapy aoath. 

i. Fapii^it of pms&vm by son«y order ttpto b*tQo/-* 

7* AttaohSag of foj® g ^tth th® bill, 

8* Ee«pli« Of receipt books for Imd rmmm md 
Ales i!i the T^asiffy Stareag yooaa. 

9« Pippat of iatarast m bonds m 

■ ^ by tbs State laak of laALa lAtboat: th® inter- 
wmrnm of the tTmumey C«t Kai«» only ite« wbu® 

■ O^ttee eaglats), 

». Smil>ig b nrletaa »f tta .Mm i>r 

Qmriiuiuiit bmd. m.. r.cl.tmM tbr pnjmnti .fc . 

a* Iir.«,y to tb, 4d> tmmnry ft* «mm.», mU... 

a. amprfti. Of tb. Tm.«|.y ajc by tb. 

tat Fignmit of moat,a of h.T$/- p<r mam to tbo 
(Soolm) fcmmty Offioor. la th. fjrtt tom. «t 
»««» (la K..,*- smlm Trmwry Omorn a»d to gm 

ttoaKy- 0 . m«ola p«). »1, hm •»» bn» rnrgm 

with bis p&j scale. 
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1^ Off ttie aiaielmriiOl 3a tba 



0 g_0AS cam m u mmn jmif 

1. {!) CoopwratiT® Soeiafiy ft® ©ffaeiali, 

(li) Co£^«Patli'® “BaaAng Sehea®, 

CHi) . 

(a) Oonawltatioau 

(b) Diaisaaaary* 

(«) aipply of aaifeia®, 

(a) Malt af Maatoal. Ufao„ at hOM fa 

Of' 3«ri8Ti6 llXassa. 

C^sr) for raesoalytoa. 

Aid 

m feeding roaa, 

Cc}fimaEooB* 

(v) ij<iLOfitieaaai 

2. rrmotfan *oula ba by aanfarlty fa jiUasa of macit, 

3. Tho LJ^al aaaaa OXartr «.a Tow *oa OlaA riwM b. 

piJSi mdm th© Siactioii i|®ad Clark, 

4. nrfaaa for aOUoitatloo of wbocrlptfa™ .booU b. 

abollalxed, 

5* iJjatoJi at tli® hm of tfe® ofPtelals U tgew 

«. Ooranaiaai Jioal4 olaariy pr®*erib« oata^orl®. of 

P«ratfi«Kfe tgis. amapmmmm^ ttla®, f^rngiiiiii Hits 

b# k^t sn Am fliuig <krai«.., ««. 

m®3, aaah ba«ta should a^y « 

®igPlSatft 03 iMeli file eonli^tted la it feog 
^0 bo ’iiiedsd, 

S^A. n 

, wiiiiiihii>iiii|ii<iiii||ft|||| 

T. Tho daola- Aioo Of a ewAfate abort hi, fcatau., 
ahouia bo tai-oo ^ appolrtlog „ 

exas.iaiag :biathorlty. 


ls» farificatloai tlj® CEirH llL^ sl5t»rtl<l ti® fey tfe® 

of tfe» yltfeiiKl 

rafar^rae® to tb® Colleetor. 
a* tetln® cfeigra^tar vorlllrs^imt fey tfe« Coll«MStc8* m 
3«F» ahcml4 fee . 

aip«rior Coarta iftioulil not nm tfeis olTleer m « 
chanael far t ha raeafeifc a«i fsirwi^dtog af fll«a m& 
mmmma aejat fm atber Comria, 

§9 Bagiatira for oat of pooket fee #oliejted» 

ID* of m ^ maOlitaMi* 

ll* Thf* ps^ of 1*4», ‘E fei dboliifeod. 

T i Tf T 

12* T!w FwaPd stoald iwid a olark in fcha 

Oallectss' laast owj» a tiorte .for peraoaal {E®ai£i3ii» 

idth til* soxToii^aaoQe stolid fee ^folded. 

!kratin# q»a?raipe»idOBoe feoesl iMdiea 

ani tha Ckw:iisi*.joa®r aaiid m% go tteoagh the Golleotar* 
Jooial iOlC-#® Ueptf’tos^at- stoiHd colleet 
iitforuatioo regardlag poctf teaes* fenam efeo* 

tfwwgfe aoeiid Jelf&r® Officer® if my «■ ttoot®!! 

toaorery eorlcera* 

if* Ooperior Sourte atofld eaeui £ile% ret^ieiliiooe 
tmd ootSoee t» tlai Oeort Meoetrogei fiiaile«l of 

Itaoiisfe ijll* 

U<tmms to Wkkm md fmgm aiey fee luaMl fey 
tfeee ijpeaa* notified jreee or Sdgferiet Board#* 
i4«. IteeiiBil :^e atoiM fee- pjaid fey etitfips* 

mmMMm 

jSftlB* The sfj^ioahta With their aijplieatiosia ft>r 
oxtioasloa of at ay ia India atould go dlreotly to the 
jua.M. %to aftw iaauiag gr*pt orders ghuKad aftmi tlse 


alga mA daaivir it tim %Mm to 

*M porij md <saiii tias ipplioolijiii S»tm to %km pampi»% 
%«?■*:. fte- parpos^a o£ r^wrd# 

13 * I*) CMn of Mt^nMiooia. pa^i^artx & ifoolsnii of 
tl iam steild hm teoiotscod by %h» 

b® attofth^id yith tbo jpplS«atl»»'» Ibis* aSiosJig 14.% etiwr 
Jasteiiotiaaa* 

If* fEs t^gac& iibmM M raiood fjem 

l%f00/-. to fuSXlO/*^.- 

the (lint mmy for preiwmstlca wltooaiiM te foli3« 
&m»» Saif ba k«|it by %• l*oliea 
Mm A ia?mriaim f» dlaotrio iiitb m ltdIOKiMr 

Board bo for attob aicitloa hmim « p&m* 

d9* mmmjmm 

i|a«ri«s fmi iadlvl^ala a^li3@ to 1aio» if tbalr 
ttapos bava baa» antarad to %« roil gtodid bo attwiiwi 
to ttfswgb reply piid pogt eari«* 

The Caoasil logre 'raglgt^r ao»d a^at bo put to tibo 
0 ., 3 * 

Mm la oomiaetioa ^th €olleetor*a 3tia«gra|ibir*« atti«« 
all rigtatars safatatood by bia wsipt m» tar 
emvaaf^UmcQ iMoh ia p^yssad by ^ i^OMisraipbir 
ghe^ld b» ^iliollabiid* 

Staff of iS&mteFf ^^xsrta iboald bo a«ii pora^liiRit* 
2S« fSoHooter obotild IJNiao igNielal tagfcm«li«Mi to tb« 
laaiMWi'lor of CHCfleoe dboat tbo rni&iltimm ildLob Imi 
IM gHMaiil^^ litfito to bo loclQoi 
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tm ?t» i 2 a« of %tl.oa®l oasii *‘lKli^t«r», 

2. Mating 0f .^t pasre^lm # tii« tJpoamjpyir 

^ on «%lioat® bill font** 

*• .f bm t»n «d n«m «te» 

OptiOB yaijaJ^jjg^ 

4. r«r»at of p«aiono by th« 3t,to «d OOTtnamli of 
M. p«,w. ff« tb. oooroot at^orriog 

tho dopoFtwnt fboB ^leb tboy rottrod. 

5. »«w.g,«ot to doll poorioa*. to «ta.t, tbdr 

**•*£?», 

«• ftittablo ehifigag In t*ja gagpi boaSt jn 
iiiiboriiir* i brflf Is boipt aa^ yadoaig wlng 

ai*ur»„o, h^y ^ I»«,t«..t. of omook 

T. Qottlod aow th, n«*, „ dot^ied lM»3a to tbo 
■lateiB by tho Mosico doparta«t. 

8. RodioUoa lo th* M,b« of Tr.my fo*., 

S. UMBilwot of tho fimi Of tb. p„ bni ft* f V, 0 * Td 

Qflloar** 

ffl. aigolog of tho l«* p„y <*tl«oot, by th, ov-, ,^ 

^Offleir* 

u. »«Jog ^ ddoJl*| BU* y^daag th. .o..aitl.di 

or -role, of th, ,t.ff 

™lo* tfo poodtag for SnaJiaotloa vith th. OaomaMt 

»lae* Bor* tfisn S y«ijgp»,) 

1*. n^^otl.. Of oortola a-b.r of poof of ,r.„^ 

‘•'•B.f.Wt-o. *4 hoo^iirt, 

»»»lo« ihr prooitiia fp,, dooag froaaory Bead Cloth. 

0«« an.»lnt«*„t. (V3rd Of . 

tor Tfoosaiy Hoad Olartt, *d l/3ti tar OUln 

Sapmpiabm^ta)^ 





•SaEfTiSlIT 






PROGBnjRS. 


(i) OLD PROCSEUBB 
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Bm puilag 
tbia yfxsk a3m 


4i* 


mmn o? m jm. aois a iimm 

m?,gmt wmia th^ last fimss i^m m Wsi FCtt0.11?® wsm, 

PajKasEfe i»«:3-S4 i9®4-^ Wa, 

— 

!♦ Mil# of iS#»«fet#d t 


md i%rofi» 3 iil) 

tmm 

23m 

smu 

hilln 

md &thegp mmhmfm 
Soafcr# i«ii mmlrn 


mis 

9 m$ 

Bataolialttoot aC 

0 .P* !iola% r«'tfir<l 8 

iiaobirgoa oto* 
Caudal* BmrX» md 

obfhiloa flinl 3 ji & Ti 

urn 

$m 

9 SU 

z.i*r. & &4.0« 
CHaalt iilwla 
and x>«ftet<i 8 


ms 

mf 4 

Civil FoosiiMiars 
Ooofferal & Bcwl. 

( all |ascMS®»i) 

wm 

ms 

tam 

smWSmfi 

PiUtarj Fanalfiiiara 

m 3 

mz 

im 


1» Ii>« of 

tarigaaftro ipdl oatrj 
n«^ la larngxli 
riglatva (Caatral 

& I»r.0fl4 %ai^^ M4m 


Sk Hoooiit* aatrlaa 

iiatral & pgm% SiM&S 337433 

3* Bavniiiiii flgclalajiliS. 

Had Civil pormaal 
dipaaiia & 
iHb* aatrioa matd» 




mm 


mm 

•■: iMWl 

iw®i 

1 imMm i 4 hi 

«!»• iaagtila 

sm 

mm 

fm 

iXicCjiiiiias ' 
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ParticiO.al?' depajrtaeats 
State QoveraTOat Ci»e* Police, 
Medical eto«) ¥lli be allotted 
to the Aeatstsots of the 
Section for purposes of bill' 
passing* 


C Sectional 
i li» barge 

C Addl. T.H 


C i¥il 

Pension 

Clerk 


j^artictiiar departsents of sta 
Government <i.e. Police, Ji®di< 
efcc«) ¥tll be allotted to tb« 
Assistants of the Section for 
purposes of bill passing. 


..A ctiona Writing up 

• of tri^sfe: 

* registers 

Central (Central it 

Cleric II 


II fC X central 
Receipt 
Clerk I 









(a) sectlTO I 

\ 

Cb) Inspection .of sub !Ei?'essui‘iea, 

\ ■ ' 

Cc) Superlritcndeiita of stamps* 

Cd) District Staymp Officer* 

Ce) General super? islcMi of freasory a»d' 

matters relating to es&ablishmeat i*e 

; ' I' 

app^iatssent, lea^e, promotions, 
■disciplinary proenedlngs etc* 


Ca) section 11 

Cij) Maln:.e!:;5^ce of Treasury Forms, Treasury 
_ record Ca wsociiag etc. 


Ca) Sections III to ¥ 

Cb) Fas. dug of Medical refund bills* 

Cc) Supenrition of Periodical returns. 

Cd) Superytsion of despatch of forms B.M*( 
Ce) ferlficattoa of Treasury Pass Bo<^s. 
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. g 




f i 

— — ■.I.Maf.tila * 

p.4glifc Assistants) • 


Mmm 


.Central Aeconacs) 

—gSMSMS... .,. « 

iTSio Assistants) • 



.flag, all, * 

f 

ASiiststnts) • 



Sec tionsl 
Ineharge 
hmu T*sx 
III 


Sectioniil 

23fiehar|# 

ac<si« t*h«c«xt 


♦ffotei-’-liw fuiiccion ot tfc» Assistants 
in tlifse s«ctl«is vill lie to 
jpfepare Treasary Accounts imm 
Batik sercll and sub-fsreasarf 
Accotmc# far amtoissioa to the 
A«C*i AXIanatadf. 









;i:^A:si„rn,£iJ23g 


Ifc T^twkimr pmnmta the Mil yfith the |»«a«ioa 
•T>a3«o.i!t ’irdWr -■■% trja Tr-aaswry, 

2» Clai& ia ehewiceii fxtm th^ mlmm^ P*P,0, 
(Ite^oa Pajment ortlar) k«pt ia tii« ffmmsaatf* 

% Qr«l8r far* papant te ttia B«iak ia aaioretdp 
4« Iff»»s3ap.y aatriaa ir® oa«i» la bafeli liaivai)i ef 
P*F*0, aai araswjfit raglgtar# 

5# BUI is rttiiifaedl to tbs Faasiorisr* 
i* Paaaiosisr presente tl® bSll at the gsa 
4s f liras a totaei, 

7# CauSi paisftwjt is 

1* fmttimm!' presaata powioair*# ball' »f f , 
a* ?hr eaftrtas .ars aoa^iT'icI i^tii tfea half of ?*P*0* 
kept te lTm0^y» - ; ■ 

3» A bill is prepsTo^ W tt® peaaioa Cl«rik« 

4* Saferie# e?® »a& oa both tl'.a fej|^v«» of the 
P.P-O. 

S* Ponsioaar signs the bill tbs x*eo«(i|it« 

®» A eongoHslateii bill far the 4*iy is seat to the 
Sash section# 

7# .astPiss sre Bads, la the esjb book In the omb 

8* Pmaloiser taltlatls th© wyehsrs e»4 both the 
hi£bfCB of FIO# • 

8» Reoeifes pas«ieafc b^sre the f,0. 



• Additional district Ma,flstip&ta 

*sslst?nt Judicial Assistant 

iSsslstpnt Tfevtnua Apsl.ttant 

A^ricialturrl Incomt Tpx 

CMaf Havenue Aecoimtjsnt 

Crlisifial Heeoyd Keeper 

District Karistr»te 

'District Supply Officer 

Becord Keeper 

JiKJielifjl AssSgtsnt 

Organ iz«-t3 on and Methods 

Office Superintendent, 

Rer:itn.ue Assistant 

Bwenue Record Keeper 

Treasury Head dlerk • 

• 'treasury Officer ' :■■ 

Saisindarl Abolition Coffipensation 
CI.^rk, 
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OtCSf dW OP T'3CH!fIC«l T3WS ^TO fir?C«rT«I WORDS 



■Coart Clerk 


Se#:l!3rk i®in 

tTt fT! •p'JT.-’e 

?*ai 0 e retam'ic! tror EecoriS 
■poow to courtfi for eorrtctioo 
of mis takes. 

P C'T' * 

h clotb*covsr for wrapping 
r0oo-'.r<is, ■ 


traasnrF 

Y.m:: 

Official wbo realizes Ooveni- 
asnt d«es by attaching 
property 


Store Foe® 


Becord Boca 


Visitor, person seeking 
Interview 


Accoi3ntent"cm-Cfir@tsk®r 
of the Collector's Office, 

His office Is called I»*»rat, 

r. ^ fsrT • 

Fortnightly stataraent 


Daily diary or register for 
entry of records* 

!'Nir?sac ; 

-%j officlel IncfeaTi^e of Lend 
Records Work, 

«ti »tf Y 

Loans, 
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I. Unpublished sources. 


Kuri«.r, Bajandra i Chpnf»‘1n»: of the 

t'istrlct Collector in 
Bttnp thesis 

prsF anted to the Faculty 
of the Ifidlon «^chool of 
Public HCiriin1.«.trt:tion, 

Wew Bolhl, 

F,f , t TIotas prepared for deli'fer- 
ing lectures at the 
sfatlonal academy of 
Adstlnistraiiori, ’'ussoorle, 

Trl¥3dl, P*K, t Training for Higher Ci-vil 

Services vlth special 
raferance to training for 
Kansgarship and Industrial 
under taking, 

(i; report sulffiittad to the 
Indi.f-n Institute of Pufclie 
/.duiinistraticn) . 
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tsly v ■■ i.sgistipnt Collector* s Pmusl 

Lepawstey, Albert . , AdroiTilstration, Tlbe Art 

snd'Sclanea of OrgsTiisatim 
and Mana^aipant. 

Morrtsm, Herbert Vitality In Administration 

Hadkaml, t,M. District Administration 

in Bombay# 

HehrtJ, S,S. Admlnl strstlra Problaos 

and how to solve thara, 

0*Malley, 1,S,S, The I.C.S, 

Shastrl Principlas of District 

Adffiinistrstion. 

VJoodruffe, Phillip M®i who ruled India 

(a> Founders Cb) Guardian# 


B* official r?.pokts, 

Dfts. F *F# Report on Be -organ! sat ion 

of Collecterstas# 

Das, K*IC, Heorganlsstior! of Traasurl®* 

Mlsra, B,B, & Report csi the Hdor|anlEa- ■ 

Hlgam, tlon of the Civil Courts 

In Dttar Pradesh, 

Dovemment of D,P. Report of the Pay Rationali- 
zation Committee, D.P, 

Organization and 
Methods Division, 

R#M, Treasury, 

Lcmdon. The Practice of 0, i: li 

Govemisent of India The Machinery of Covern- 

roent, ImproveEwnt of 
*2fflci«ncy, 

C. MAHDALS i«ID GOmiWMSIfT OlffilitS. ' ’ 
(Issued by the Govt, of W#P#) 

Arms Manual. 

Uxclse Manual ' - . ■ ''A vm,' 

Flnancial Hiaidboolt 
Jail Manual 

.iMMid AeQuiaiilon Manual 



Clil5 


tm& Bscords Maatial ■ 

ranual Vol. I and: 1 1 
t%sEtiI Manual 

GoT5mi!!^nt on Eaor«»:aiii2atlon 
of Collactorptes, 

Govs'ramant on RaoTcanl zation 

of Treasurlaa, 



Btairip Manual 



